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Introduction

This document provides an introduction to the FCMP system and explains how a
user can fill, sign, route and track forms. The document is primarily annotated
screen shots from the system.

This document contains an overview of the Test and Evaluation system, which is
slightly different from the FCMP production system. However, the Test system
will be more up-to-date and has a different login mechanism.

This document will be updated as the system is completed. A reader should
always be suspicious that the system has been updated since this document was
updated.

What is the Forms Content Management Program?

The Forms Content Management Program (FCMP) is the Army’s solution for
managing business workflows by automating the predefined business processes
and their associated forms and publications. The solution integrates electronic
forms software, content management software, and digital signature software.

The FCMP provides a single portal where all forms (departmental forms and
eventually command and local forms) can be found, filled, completed, signed,
copied, renamed, and added to folders. The portal contains capabilities similar to
an e-mail system (e.g., an Inbox). The forms and folders can be routed to other
FCMP users for approval. Additionally, the portal includes a forms library,
tracking system and has searching and sorting capabilities.

Objectives

This user guide gives the user an overview of all of the capabilities of FCMP by
showing and annotating the system’s capabilities using screenshots.
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Getting Started

Step-by-Step Overview

The use of the system follows some basic steps. Although every form is different, the following
example shows how a typical set of users might use FCMP to complete a Request for Leave form.

User A
1. Logs into FCMP.
2. Goes to Form Finder.
3. Locates the form (Request for Leave, DA-31) either by general title form number.
4. Opens the form.
5. Complete the appropriate data.
6. Save the form. The form is saved into the user’s drafts.
7. Select the form in the Drafts and click Route.
8. Complete the routing information for User B.
9. Continue with other work or log out. User A can continue to track this form using the FCMP

Tracking capability.

User B
1. Logs into FCMP.
2. Goes to Inbox (which holds forms sent to the user by other individuals).
3. Clicks on the form name and the form opens.
4. Enters any additional information and signs, if appropriate.
5. Save the form. The form is saved back into the Inbox.
6. Select the form in the Inbox and click Route.
7. Complete the routing information for the next user, if any.
8. Continue with other work or log out. User B can continue to track this form using the FCMP

Tracking capability.

Note: This is an example; the basic steps of finding a form, filling it out, using the Inbox and Drafts,
and routing and tracking are the same for all forms.
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Login to System

The Forms Content Management Program can be accessed via AKO at (give
website here).

Show screen shot of website / AKO below

(screens will be updated as soon as possible) .

Figure 1 Login Screen
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Using the Forms Content Manager

Welcome Page

Forms Content
Management BE
File Edit VYiew Favorites Tools  Help Welcome Screen :f
@Back - &d \ﬂ @ _:] /:)Search ‘E"T'\-E.-Favorites <~ = ! ——

address i@ https: {eim-arrydey07  army-Fomp, netfwps myportall ok plkexnl OwcA TMLTe Q1 v | EYc Lk ?

-~
Welcome Tab is selected. bari | |Log out
Forims Content Managemeit
| FW-sonalization | My Finances | My Work
Welcome Inbox Drafts Favorites .
- Six Pages:
Form Finder
. : Welcome
Forrn Title: | | Form Mumber: | | | Search | | Search By Range | Inbox
Drafts
Click the question =l ngqf'tes
1
Check out the latest APD News! mark (u?n) to access A :nln
Help on the page. Help
- — - Click this button to
Click this link to view minimize the window.
Army Publishing
Directorate’s News. e
Click this button to
maximize the
window.
| v
&) S @ Interne

Yo 12:49 PM

4 start | D Draft FOMP Training ..
Figure 2 Welcome Screen

Please note that many users will not see the Admin tab because they have not been granted
administrative privileges.
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Form Finder — Search by Form Title

A 1BM WebSphere Portal - Microsoft Internet Explorer

File Edt WView Favorites Tools  Help '11
. , . A | f 2
Form Finder, allows the user to search [ 5 B2 | L ﬁ 3
the Army’s Forms Content Manager o»
Repository using the Form Title, Form el el Tl V| Go liks ® @~

A

Number, or Search by Range.

A . ! |Log out
Note: Form Finder is located on the

Inbox, Drafts, and Favorites windows. < - m& m

Forms Content Management

Form Finder

Form Title: !a| |Form Number: | | | Search | | Search By Range |
Check out f|e latest APD News!
The letter “a” is entered to Click “Search” after Click “Search by Range” to
search for all forms that entering the Form Title or search by form number
have the letter “a” in the Form Number to locate a range.
Form Title. form.
)
f§| B mnternet

1y Start & CET tEi[:-r.art FCMP CET - Mic.., 3 IBM WebSphere Part, ., 2} IEM

Figure 3 Welcome Screen — Using the Form Finder
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The user clicks on the form
title to open the form.

Form Search Results

e ——

dev f.army-fcmp. netfwps/PA_1_0_ L TfSessionCheckS... E|§|E]

LS

Form Finder
displays a list of
forms that meet the

m tm Title

||Furm Mumber

| search criteria. The

letter “a” was

entered and the

search engine
displays any form

that has the letter
“a” in the Form

Title.

[ YERVICE SCHOOL ACADEMIC

EVALUATION REPORT DA 1059
[ PERSONMEL QUALIFICATION RECORD- —
PART II

[ FLOOD PREDICTION - LOCAL,

REGIOMAL, CENTRAL DA 5-130
[ INDUSTRIAL STORAGE BATTERY

SERVICE RECORD DA 10-161
[ REQUISITION FOR PUBLICATIONS AND DA 17-1
BLANK FORMS

[ ELECTICON TO FORMAL PHTSICAL N |
EVALUATION BOARD PROCEEDINGS

[ ARMY IDEAS FOR EXCELLENCE

PROGRAM DA 1045
[ CIVILIAN INSTITUTION ACADEMIC

EVALUATION REPORT DA 1058-1
[ AFPLICATION FOR ARMY EMERGENCY

FELIEF D& 1103
[ RECOMMENDATION TO DECLARE ARMY DA 1106
EMERGENCY RELIEF LOAN UNCOLLECTIBLE

[B oFFICER EVALUATION SUPFORT FORM loa 67-2-1
[ STATEMENT OF PRISOMERS PERSONAL

DEPOSIT FUND AND REQUEST FOR D& 1130
WITHDRAW AL OF PERSONAL FUNDS

[ RECORD OF PRISONERS PERSOMAL

DEPOSIT FUMD DA 1129
[ PRISOMER'S PERSCONAL PROPERTY LIST DA 1132

- PERSONAL DEPOSIT FUND

[ PERSONAL PROPERTY TRANSMITTAL DA 1133
SLIP - PERSOMAL DEFOSIT FUND

|I3 REQUEST FOR WITHDRAWAL OF |||:m e

Ej_ Cone

é ﬂ Inkernet

Figure 4 Search Results for Search by Form Title
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The forms displayed
through this portal are
those which are currently
authorized for use and
which have been converted
by Army Publishing
Directorate into a format
compatible with this
application. If a form is
updated it will be available
in this format. If you cannot
find a form either your
search criteria is limiting
your results — or the form
has not yet been converted
over. Most DA Forms
have been converted.
Some DD forms have been
converted. The next phase
of the program calls for
converting local and State
forms.

As form owners update
forms these new versions
will replace what is
currently available here.




e | https:fleim-armydev07.army-fcmp. netéwps/PA_1_0_LT/DownloadFormServlet?field. formtype-DA%201059& - Microsoft Internet Explorer

File Edt ‘iew GoTo Favorites Help

T - n .
_/ Bach &) \ﬂ @ _;j /'._)Search ‘i:E‘Favorites {‘} f"

SLE 3

fAddress !@ https: [ feim-atrydeva? . army-fomp. net/wps/PA_1_0_LT/DownloadFaormServiet?Field. Formbype=DA%2010598field. userid=sylvia. cohenfcm3tatus=blankfsavelIR1= V| Go  Links ® ‘@ =

The form is displayed from

the repository when the

user clicks the Form Title in

the search results.

SERVICE SCHOOL ACADEMIC EVALUATION REPORT
For use of this form, see AR 623-1; the proponent agency is MILPERCEN.

DATE

1. LAST NAME - FIRST NAME - MIDDLE IMITIAL

2. 33N

3. GRADE

4. BR |5 SPECIALTY/MOSC

L T

Administrative Note:

]

7. NAME OF SCHOOL

g. COMP

This version of the AER
(DA Form 1059) is shown Gl qﬁar’ RO
only for demonstration o

@ Frarm:

11. DURATION OF COURSE  (Year, month, day)

Thru:

purposes. It is due to be OM OF NOMRATED PERIODS
updated with a new version

shortly — with NCOER and
OER forms.

[ANDARDS
{Lirnited to 20% of class enroliment)

b. [] ACHIEVED COURSE STANDARDS

*t. [] MARGINALLY ACHIEVED COURSE STANDARDS

*d. [] FAILED TO ACHIEVE COURSE STANDARDS

14. DEMONSTRATED ABILITIES
a. WRITTEN COMMUNICATION
[] nOT EVALUATED [ UnsaT [ sAT
b. ORAL COMMUNICATION
L1 noT evaLUATED [ Unsar [ sar
¢. LEADERSHIP SKILLS
[] NOT EVALUATED [ UnsaT [ SAT
d. CONTRIBUTION TO GROUP WORK
(] NOT EVALUATED [ UnsaT [ SAT

2 FVAI UATION OF STUDENT'S RESFARCH ARILITY

td start & CET [ Cyoeafrcmp.. | BEmwebsph., | B Emwebsph.. |3 httpsiein .

Figure 5 Form Displayed (DA Form 1059)

The Service School Academic Evaluation Report, DA 1059 was selected from the search results. A user

can display any form located in the Forms Content Manager repository.

3 https: | feim-. ..
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Form Finder — Search by Form Number

2 IBM WebSphere Portal - Microsoft Internet Explorer

File Edit View Favorites Tools  Help :,"
- ¥ f _\ - 'y " . £ j7 | v | f 2

@ Back 2 \ﬂ @ _h /- Seatch y £ Favarites ‘3 B B _| ﬂ ‘i

fddress i@ hittps: | feim-atrydevd7 . army-Fomp.netfwps myportal ] ut kol Owe ATHLTe Q! V| o | Lnks ® @ A

A

| Personalization | My Finances | My Work
Welcome Favorites Admin

Form Finder

Form Title: | IForm Number; |21 | | search | | Search By Range |

Check out the latest APD News!

The number “21” is entered Click “Search” after

to search for all forms that entering the Form Number
have “21” in the Form to locate a form.

Number.

<

f§| Done

é G Internet
'Figure 6 Search by Form Number

FCMP - AKO Forms Page - User Guide - dtd 7 Nov 05
page: 11



<N https:Heim-armydev07.army-fcmp. netiwps/PA_1_0_LT/SessionChecksS... E|§|E]

Form Search Results -

Form Finder displays a list
of forms that meet the
search criteria. The
[Form Title |[Form Number number “21” was entered
[ SPECIAL PROVISIONS C [oa 2103 and the search engine

5 displays any form that has
|G SPECIAL PROVISIONS E |[oa 2105 the number “21” in the

[@ McoER EVALUATION SUPPORT FORM |[oa z166-8-1 Form Number.

[B MCoOER EVALUATION REFORT |[oa zic6-5

:Ej Cone é a Internet
Figure 7 Search Result for Search by Form Number

This is the result of selecting
2166-8 from the search
results shown on the previous

page.
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://208.3.193.204,/wps/PA_1_0_¥9/DownloadFormServlet?field.formtype =DA% 2021 66-8&field.userid - Microsoft Internet Explorer The form .IS dlspla‘yed from -10] x|
Fle Edit View GoTo Favorites Help the reposnory when the | -:'
- 2 = - . user clicks the Form Title in .
OEack T -J v u @ \-_;j ‘ /_jSearch \;_\Y‘Favoritas el‘ﬂedia ﬁ‘}‘ [:v = E _J ﬁ ﬁ the search results.
Address I@ https:ff208.3.193.204 /wpsjPa_1_0_v3jDownloadFormServiet?field.Formtype=DA%:202 | 66-8afield userid=sylvia. cohen&cm3tatus=blankis avel RI= TTRI | Links >

+ NCO EVALUATION REPORT SEE PRIVACY ACT STATEMENT 4
For use of this form, see AR 623-205; the proponent agency is ODCSPER N AR 623-205, APPENDIX
PART I - ADMINISTRATIVE DATA
a. MAME (Last, First, Miciclle initia)) b 53N ¢ RANK d. DATE OF RANK | e. PMOSC
f. UNIT, ORG., STATION, ZIP CODE OR APO, MAJOR COMMAND 5. REASCN FOR SUBMISSION
h. PERIOD COVERED i RATED | . mOw- |k NO.OFf Administrative Note: m PSC |n CcMD |o PSE -
FROM THRU MONTHS | RATED | ENCL This version of the NCOER | Initials CODE CODE
CODES

VYT MM VYYY MM (DA Form 2166-8) is shown
for demonstration purposes

PARTI{ only. Itis due to be

a. NAME OF RATER (Last, First, Micklle tnitia] s5| updated with a new version
shortly — with OER and
RANK, PMOSC/BRANCH, ORGANIZATION, DUTY ASSIGNMENT AER forms. DATE
b. NAME OF SENIOR RATER (Last, First, Middie fntia) SSN SIGNATURE
RANK, PMOSC/BRANCH, ORGANIZATION, DUTY ASSIGNMENT DATE
e[\:ré\u_aRtiAoTnE%fﬁge&ra{eﬂnadnedrgst:m‘omgtseiEnﬁﬂl[‘tahgroﬁgg}slan;; As_\gnature \re‘ri?ire;ithat the ad;w?;%’;l:gtewve SIGNATURE DATE

data in Part I, the rating officials in Part I, the duty deseription fo include the counsalingl datesin Part [|l, and
the APFT and helghﬂ\melrght entriez in Part [Ve are correct, | have seen the report completed through Pat 'V,
except Parts [Id and lle. Fam aware of the appeals process of AR 623-205.

d. MAME OF REVIEWER (Last, First, Micldlia [nitial 58N SIGNATURE

RANK, PMOSC/BRANCH, ORGANIZATION, DUTY ASSIGNMENT DATE

E. |:| CONGUR WITH RATER AND SENIOR RATER EVALUATIONS |:| NONCOMNCUR WITH RATER ANDIOR SENIOR RATER EVAL (See aftached comments)

PART Il - DUTY DESCRIPTION (Rater) ,l
é I_I_E Uriknown Zone 4

Figure 8 Form Displayed, DA Form 2166-8

The NCO Evaluation Report Form, DA 21-66-8 was selected from the search results. A user can search
for and display any form located in the Forms Content Manager repository.
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Form Finder — Search by Range

This page is shown when the user clicks
“Search by Form Range” on the Form
Finder page. Searching by Form Range
allows the user to search by form types
/} https://Z08.3.193.204 /wps/PA_1_0_¥9/SessionChecks (DA, DD, SF, etc.) in a predefined range.

Form Range Result

Please select the type of form vou would like to search
for?

[DD E - Forms By Range]
Do 0000 - 1000
DD 1001 - 2000 TT—
DD Zz001 - 3000
DD F001 - 4000
DD 4001 - 5000
DD 5001 - s000

The user clicks here to search
form ranae 1001-2000.

d [==] | 1] Draft FCMP User Guides.... | & ] IBM Wwebsphere Portal - ... | #91] Draft FCMP User Guide D. ..

Figure 9 Search by Form Range
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; https://208.3.193.204 /wps/PA_1_0_¥9/9essionCheckSe

Form Range Results

=101

[Form Title |[Form mumber |
[ IMVENTORY REPORT OF PRINCIPAL OR
SECONDARY ITEMS DD 1138-1
i =] | B raft FCMP User Guides. ... | # | 18M webSphers Portal - ... | ] Draft FCMP User Guide D..,

Figure 10 Search Results for Search by Form Range

This is the result of
searching by Form
Range 2001-3000.
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4 https://208.3.193.204/wps/PA_1_0_¥9/DownloadFormServlet?field formtype=DD%201138-1&field.userid - Microsoft Internet Explorer i Dlﬂ

File Edt View GaTo Favortes Help :z’
2 Ve AN oo e —

0o 0 1) B (3] Dee Sireie e @3- 253 B

Bddress |@ Fittps: {208.3,193, 204 wpsiPa_1_0_Y9/DownloadFormServlet?fiehd, formbype=D0%:201 1 38-18field, Lserid=igarert BemStans=tlankisavel IRI= j GD |Links 2

REPORT CONTROL SYMBOL
INVENTORY REPORT OF PRINCIPAL OR SECONDARY ITEMS DD-A&T(A000
{Amaounts In Thousands of Dollars)
1. HEADER DATA AS OF SEP 30
CARD
LINE COLUMN DESCRIPTION
a. h. c.
(1) ROUTING IDENTIFIER CODE 1
{2) DOD CATEGORY OF MATERIEL CODE 4
(3) AGENCY CATEGORY OF MATERIEL CODE 6
for Buclget Project Number)
{4) APPROPRIATION TITLE CODE 8
{5) PRINCIPAL OR SECONDARY ITEMS (P or 5) 12
(6) CONSUMABLE OR REPARABLE ITEMS (C or R) 13
VALUE (Mote 1)
2. ASSETS =
RETAIL WHOLESALE %
|@ rrﬁ%—‘Unkann Zone 7

Figure 11 Form Displayed, DD Form 1138-1
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FCMP Help

This dialogue box is shown ' i
after the user clicks the ;
()| Help button. The Help seraortes @) (- @K B Click the question mark (“?”) to
button is represented by a ' access “Help.” The Help is page
addref  question mark (“?”). |'|p0rta|,l'|ut,l' plkcmlfiucALNLTeQ!! specific, only Help for items =
H located in that page are shown. A
The help is shown in a separate 7
dialogue box on the same page.
| Personalization FCMP P | H | S h
Welcome Orta € p ( garc )
Form Finder
Form Title: |
Form Name
Check out the latest APD N
Search Range
(Search) Help Descriptions
¥
|nnp é G Internet
~| Click one of the links
above to access Help on
that topic.
i
@ é ‘ Inkernet

pp— - - , Lo
14 start [ & oot [ O Draft FCMP CBT-.. | /3 IBM WebSphere..., r; IBMWiebsphere . A hitpsifeimamy.,. ¢ B3 4 4 & r)[..‘ Yo 4il4PM
Figure 12 FCMP Help
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2 https:/feim-armydev07.army-fcmp.net - IBM WebSpher... |Z||E|[5__(|

Formn Mame

= This is the result of clicking
“Form Name.” The user can
scroll up or down to view the
contents of the Help page.

Type in this field the title of the form you are searching. (vou may
search by just typing a single number or letter, It will return all the
rezults that include the value you type.]

Back To Help Topics

Form Mumber

Tvpe in this field the number or typelex, DA or DD of the form vou
ate searching. [You rmay search by just typing a single nurmber or
letter, It will return all the results that include the value vou type.]

Back To Help Topics

Search Range

||

Clirk an Search Ranne and selart whirh tunalfew, D& ar RN Af farm

&) S @ Irtermet
Figure 13 FCMP Help Result
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Army Publishing Directorate’s News

A IBM WebSphere Portal - Microsoft Internet Explorer

Flle Edit ‘iew Favorites Tools  Help

@Back ) \ﬂ @ -h /-‘ Search ‘glf:E‘Favorites {‘/} [+ | |ﬂ ﬁ

=

fiddress !@ hitps:/ feim-armedey 07, army-fomp.net fwps myportal) ot fp kool Dwc A THLTeGH

v k> &~

Go ko
o B htps: feim-armydev07 army-Fomp.net fwpsimyportalf Wt kexml OwcALNLTe Q1"

| Personalization | My Finances | My Work

Welcome Favorites Admin

Form Finder

Farrn Title: | IForm Murnber: | | | Search | | Search By Range |
News
Check out the latest APD News! <: Click this link to access the
Army Publishing Directorate’s
(APD) news via AKO.
M
& bane 5 @ ntermet
14 Start & BT @ Draft FCMP CBT - Mic... | /) 1BM WehSphete Port, ., 2 TEM e

Figure 14 APD’s News
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The Army Publishing
Directorate news is displayed
after selecting the APD News
link.

‘2 Army Publication News Headlines - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help ' /
. — n ; »
< </ \ﬂ @ _l\l P ! Search ‘i‘\?—’ Favarites @;{ e = —I
fddress @ https:/fakocomm.us. army . millusapafnews/news_head_1.html W a0 Linkf/
A
o Lpdate on Army Forms Content Management Frogram (FChP) /

» Chief of Staff, Army Announces Estahlishment ofthe Combat Action Badge and Changes to
the Combat Infantryman Badae and Combat Medical Badge

» Mew Forms Software for The Army

o Revized Army Travel Policy Published.

o Pew Army Publishing System.

« APD launches Publizhing Community page on Army Knowledge On-line (AKD) Website.

« Selfcontained DOS version of PAM 25-30 (Caonsolidated Index of Army Publications and
Blank Forms) Bow Available

& Attention Armmy Units Deploying to or Stationed inthe European Theater of Operations.

« end W

@ é ‘ Internet
Figure 15 APD’s News is Displayed

FCMP - AKO Forms Page - User Guide - dtd 7 Nov 05
page: 20



Inbox Tab

A 1BM WehSphere Portal - Microsoft Internet Explorer

Fille Edt ‘iew Favorites Tools  Help

@Back ) \ﬂ \g _;] /'.._:'Search ‘E?:E-'Favorites e} v _:_'_ _| ﬁ ﬁ

fiddress i@ hitps: {feim-armydepl? asmebemn oatbuee invenoebal b in el 04 Si0S00kecul Dl MebeOUbTY Cigk] M4gPMAT JoFwLygRqCLGpuginABRd_83FSgokGEka_obk: V| Go | Links * @ %
Click this tab to access the user’s Inbox.

The Inbox shows all forms, folders, and
folder content that have been routed to abari | | Log out
the user.

Forms Content Management

Form Finder

Form Title: | IForm Number: |

Search | | Search By Range |

Inbox =]

Tracking E

The Tracking page appears on the
bottom of the Inbox page and allows
the user to view the changes that are
made to the forms and folders located

in the Inbox.
Internet
& ae
M F F £
f." start & et @ Drraft FCMP CBT - Mic... 3 IEM WehSphers Part..,

Figure 16 Inbox Tab
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Inbox Page - Overview

This screen appears
after the user clicks the
Inbox tab.

@Back " u d l] /.‘Search ‘\'}'Favn — = —

fddress !@ hitps:/ feirn-armeedes 07, army-fomp, netwpsimyportal/ ot fp kool 04 _5i95Pyvkssy 0 PLMRMZ0yMOY _QjzkLN4gPMAT JgFwLyqRqCLEpugingErd_S3FRAb_0A_YLoamC V| G | Links ? @ %
A

4 1BM WebSphere Portal - Microsoft Internet Explorer

Flle Edit ‘iew Favorites  Tools  Help

ri ! |Log out

(R & ' - FOrIIS CONENL M
The user can sort by Form

1 There are seven forms and zero B Name, Form Type, Create Date,
| folders located in the Inbox. r Work Action Date or Suspense Date
\lelcome .nm Drafts Favorites Admin Help by SeIeCting the title.

FiJ'm Finder [ Nic]

FdbTite:| [T : ———— :
| Form Type is the form || |— Action Date is the date
Y number. the form was opened.

Inbox E
Inbox -- 7 Form(s), 0 Folder(s) _ Close all
| _ Actions List

Form Type Create Date w Action Date Suspend Date Suspense Date is the
date the form creator

or originator assigned

tn tha farm

Form Name is the
name of the form.

Create Date is the date Admin Note: This
Click this arrow to display the form was created. Shgwecti “bse “Susr()ﬁns%”
form(s)_ an_d/or folder(s) names. \?vri]ll bneocorr:sc?:cri] asasnoon
After clicking the arrow the user as possible.

can view the list of forms
located in the Inbox.

Note: Tree View.....The arrow
points down after it is clicked v

&]oune | @nd displays all forms. 8 @ mnternet

[ DFafEFCP Training ... Y IBM Websphere Part.., r--a IBM 'WebSphers Patt. ., cama l{m 1103 PM

Figure 17 Inbox Page Overview
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2 IBM WebSphere Portal - Microsoft Internet Explorer E”E”g|
Flle Edit ‘iew Favorites Tools  Help :'

.
» — n ;
1 = . . v J‘
egack > Rt '“'f _I\J P ) Search Ll\? Faworites @3 T g _] ﬁ '.&

fiddress |ﬁ:| hitps:/ feim-armeydeyd?  armey-Fomp,net s myportal Tk fpfkeel {04 _Sj95PykssyDPLMRMz0MDY_CizkLMi3dax oPku-paolsamaCKOcARyY-P_xl)_Q09qtz00th V| G0 Links @ ”

M
r . .
After clicking the arrow the user
can view the list of forms and
folders located in the Inbox. TAURMAN
[ Note: Tree View displavs The Action List is a list of
| additional items Thg a)r/row " Work dctions the user can perform on
oints down aftér it is clicked a selected form or folder. The
P . Favorites Admin actions operate the same on all
P [—— pages, i.e. Drafts, Favorites and
Admin pages.
Foln Title: i nge
] Click the Form Name to open the form. The form name : |
appears in bold print until the form is opened.
Ik ox E
Inbbx -- 7 Form(s), 0 F{ Jder(s) Close all
- fctions List
Faorm Hame! Form Type Credte Date = Lctinn Date Sucnend Nate 4dd To Folder
D STATUS OF DA FORM DA 13151 Placing the cursor over  |.. l:|
1315 the Form Name allows
i
0 D NCOER SUPPORT DA 2166-8-1 (5] the usertoview Form |, [ fsory |
17:111 Names that are more
0 m Routing Date SERY S sep 2{ than two lines long. boos
ICE SCHOOL Aran 10:58;
———————————Copy of_EIM
0 m Routing Test dp e - ouAENDATION Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
of_RECOMMENT DECLARE 11:27:06 112813 11:30:00 - vt, h
0 D Copy of_ARM]ARMY B2 Sep 21, 2005 Sep 27, 2005 Mo suspense e G IO!’]S el be
TOR'S FLIGHTIEMERGENCY 09:11:36 10:26:09 date sat Actions List can be
Copy of REQ| Cort LOAM Sep 21, 2005 Sep 27, 2005 N & performed on a
O D OED&IDTQDR% NGO PCTIRIE by o : .ep : n S CEere Camplete selected form or folder
c Select the form or folder by clicking the box. A check when the action
D MENDATION To o nark will appear_in the box when the form or folder is appears in bold print.
selected. Selecting the form or folder allows the user to
perform a specific action on the selected form or folder. v
&) Https:feim-armydevi?. army-Femp, The actions are listed in the Action List located along the B @ Internet

right margin of the page.

4/ « )% % o 11017 A
Figure 18.1 Inbox Page Overview Continued
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Inbox - Add to Folder Function

+3 1BM WebSphere Portal - Microsoft Internet Explorer

Flle Edit View Favorites Tools

Help

@BECk i~ & Iﬂ \ﬁ _;] | /I:WSear:h R)‘EY Favorites @Med\a {_A}‘ £ ;

Z s
="« §

Address [£] https: (2083193, 204)wps{myportali LE(pikexml 04 _S5i95RykssyDxPLMNME0wMOY_CyizKLI4GPMAT I0FWWLyqRGCL EpUGInABXA_B3FRSb_DA_TLeONCIckdFAIS0FTE fdelt afbasetxmifL 3d1dyEvUIIG3qndNG SEYNEIYR 552X 2BFLIDE = | Go | Links *

Form Finder

Farm Title: Form Number: |

Search

| [ Search By Range |

Inbox

][ 3]

Close All

Add To Folder

Drafts.

The Add to Folder”
function allows the user to
add a form(s) to folder(s)
located in the Inbox or

o Jul 28, 20085 Oct 12, 2005 No suspense
m ] wcoer supporT RELE6:08L 17:11103 13:03:52 date set 2
m [ orcER EvaTio e Sep 30, 2005 Qct 12, 2008 et 20, 2005
N SUFPORT FORM 14:53:15 14:47:39 05:00:00
SERVIGE SCHOOL AC Sen 22, 2005 Get 12, 2005 No suspense
EREI e s e — 16:36:49 15:56:02 date set Route
Copy of_STATUS OF ~ Sep 21, 2005 oct 12, 2005 Mo suspense
EREI DA 1315-1 09:57:13 16:31:38 date set
Rename
NONCOMMISSIONED O o Dct 19, 2005  Oct 19, 2005 No
= B e DA 2166-8-1 17:14:54 17:31:20 date set

Copy

The Add to Folder”
function allows the user to
add a form(s) to folder(s)
located in the Inbox or
Drafts.

] =]

=)

&
Astart] | 8 (0] ] 3] (=]

| 5 user Guie

]

BNE]

| 8 Draft FCMP User Gu‘..I | (D] FCMP - Microsoft O... | &) 1BM WebSphere P... B FCMP Sersenshat.d... | 47181 WehSphere Por... | (108 &9 <% & savmm

Figure 18 Add to Folder Function
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This screen appears when the
user clicks ‘Add to Folder”
button on the Inbox page.

<2} Folders List - Microsoft Int

=101l

Folders for sylvia.cohen

Folder Name

— — Jabari Folder 09232005
L ' 1G Folder
= — scohen Folder

The user selects a folder by clicking inside the box
that appears in front of the folder name.

Note: The user has elected to add the form to the

Admin Note: currently a user
cannot create sub-folders to
folders. However, this is a
feature that has been
suggested. | do not know if it
is technically possible or how
immediate a need it is.

“SCohen Folder.”

folder.

Click the “Add to Folder”
button after selecting a

ser Guide | ] Draft Forp Use. .. | [D] FCMP - Micrasof... | &7 18M websphers. .. | ] FCMP Screensh... | &7

Figure 19 Folder Selected
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This screen appears after
the form has been added

successfully. =1

<3 Add To Folder Message

Successfully added form NONCONMPNMISSIONED OFFICER COUNSELING
CHECKLIST/RECORD to the folder SCohen Folder.

Press “Continue” to return to
the Inbox.

ser Guide I Iﬂj Draft FCMP Use. .. I g FCHMP - Micrasaf. .. I @ 1IBM WebSphere. .. | Iﬂj FCMP Screensh... | @

Figure 20 Confirmation of Form Successfully Added to Folder
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) IBM WebSphere Portal - Microsoft Internet Explorer =lolc

File Edit W“ew Favorites Tools Help | '.*,

3 A 3 M . A 3 1
eﬂa(k el \ﬂ lg _ﬁ | /,jSEar(h ‘?/:( Favorites @Med\a €}| M= E _J ﬁ ﬁ
Address Ié_bl https:,i,iZUE.S‘193‘204prs;’myportau!utJ‘p;’kcxmIJ‘El4_5]95PykssyUxPLMnMzUvMDY_Q]zKLN4gPMATJgF|WLvqRqCLGpug|]nABX4_83FR9b_UA_YLcUNCIckA:IFAJQOFTS‘,idelta;’basee4meL3deyEqud3Qj Go |Links >

-

Form Finder

Form Title: I Form Mumber: | Search ‘ ‘ Search By Range |

Inbox =

Close all

g Form Ty : ast A Add|To Folder
~  [1 form(s)] Jabari Falder Oct19, 2005 Mo suspense

7B 5ep52005 il il 17:08:07 date set,
Cct 19, 2005 Mo suspense

[T B [2farm(=)] 1G Folder folder N# A AT dote set.
Cornrnent
=1 Cct 19, 2005 Mo suspense
[T Bl [2farm(s)] SCohen Folder folder [UFE TR doto cat. Foute

The form was added to the

NONCOMMISSIONED O a. Oct 19, 2005 Oct 19, 2005 Delete
r D FFICER COUNSELI.. LIS LR R 17:14:54 17:31:20 folder.
Rename
Oct 19, 2005 Oct 19, 2005

Il D NONCOMMISSIONED O

FFICER EVALUATL... LA IR 17:13:55 17:32:44

&l [ B [ mremet
Figure 21 NCO Support Form Added to Folder

a
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Inbox - Extract Function

) IBM WebSphere Portal - Microsolft Internet Explorer =[8]x]
File Edit Wiew Favorites Tools Help | "f

GEack - \_:) - \ﬂ @ _;ﬁ | /__j Search ‘in:( Favarites @Med\a €}| 3 - :?_ D _J ﬁ ﬁ

Address Iﬁj https:,i,iZDE.S‘193‘204prs)’myportau!utJ‘pJ’kcmeJ‘0475]'95PykssyUxPLMnM2DvMDY,QizKLN4gPMRTJgFiWLvuRaCLGpugijnABX4,83FRBb,DAchDNCIckA:IFAJQOFTB‘,ideltafhaseﬁ‘}xmuL3deyEqud3Qj Go | Links >*

-

Admin

Form Finder

Form Title: I Form Mumber: | | Search ‘ ‘ Search By Range |

Inboxr ]

Close all
Form Type Add To Folder
= [t form(s)] Jabari Falder Oct 19, 2005 Mo suspense
B he552005 il ) 17:08:07 date set, A \
= Qct19, 2005 Mo suspense
5 b
[T Bl [2ferm(z)] JG Falder folder NAA 1719514 date sot. o
= Qct19, 2005 Mo suspense
[T Bl [3farmiz)] SCohen Falder folder NAA AT date sot.
SERVICE SCHOOL AC Sep 22, 2005 Oct 12, 2005 —
2 D ADEMIC EVALLATI... ok e 16:36:48 15:56:02
Renanme
NDNCOMMISSIONED O N Oct 19, 2005 Oct 19, 2005 .
u D FFICER COUNSELL... DA Z166-8-1  1oi1q:54 17:31:20 The extract function
r D NONCOMMISSIONED 0 s 2166-8 Oct 19, 2005 Oct 19, 2005 allows the user to extract
FFICER EYALUATL... 17:13:55 17:32:44
a form(s) from a folder.
Tracking =]
Forms Close Al il
& Y 7

Figure 22 Extract Function
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This screen appears after
the form has been
extracted from the folder

2 hitps://208.3.193.2 JEUEC =R rosoft Inter... [= |[2|[X]

Successfully extracted form "SERYICE SCHOOL ACADENMIC
EVALUATION REPORT' from the folder 'SylCohen Folder'.

Press “Continue” to return to
the Inbox.

@ Daone é ‘ Inkernet
Figure 23 Confirmation of Form Successfully Extracted from Folder
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22 1BM WebSphere Portal - Microsoft Internet Explorer BE|®
i

File Edit ‘iew Favotites Tools  Help

@Back - gl \ﬂ @ h /_‘ Search ‘E'I?'\'E‘Favorites Q_:‘/ '“v _.,'_ ‘- _| ﬁ ﬁ

fddress !@ https:}208.3.193. 204 wps{myporkalfutfp/kxmlf04_5i95PvkssyDxPLMAMz0vMOY _CQizKLN4gPMAL JgFiwLvgRaCLGpugiinABX4 _§3FSgckQSkaokYaoflZ0anphegR-s760faF-Cn VI —) Go Links

A
Welcome Favorites Recycle Bin
Form Finder
Form Title: | IForm Mumber: | | | Search | | Search By Range |
Inbox =]
Close all
Form Mame Form Type Create Date ¥ Last Action b= se Date
= [1 farm(s)] Jabari Folder Oct 19, 2005 Mo suspense
LB 5az32605 feiies s 17:08:07 date set,
= et 19, 2005 Mo suspense
DB [2farm(s)] IG Folder falder {7 S S
= Oct 19, 2005 Mo suspense _m
H s
[ B [4form(s)] SCohen Folder  folder iR 17132145 it
=) [0 form(z)] SCohenz Folde fold MR elate
LR Der ¢ The form was extracted from |
W= Lzrform(s)] SylCohen Fold e s the folder.
NONCOMMISSIONED O i Oct 20, 2005 Oct 20, 2005
Ll D FFICER COUNSELL... L2166 51 09:08:15 09:32:31
NONCOMMISSIONED O Oct 20, 2005 Oct 20, 2005
|:| D FFICER EYALUATI... et Ul 09:06:;36 09:32:;32
M
:éj Done é 0 Inkernet

Figure 24 Form Extracted from Folder
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Inbox — Form History

2} https:Heim-armydelua to view the history of the form or folder.

This page appears when the user clicks ‘History.”
Selecting “History” on the Inbox page allows the

History for 'Copy of EIM RECOMMENDATION TO DECLARE ARMY
EMERGEMCY RELIEF LOAMN UNCOLLECTIBLE'

User ID

Action Performed Action Date

jgarrett

Qpen 2005-09-27 16:40:45.391

apd.focrmp

Qpen 2005-09-27 16:41:22.672
Y ——

jgarrett

ﬂ’iginalRDuting Z005-09-28 17:28:03.953

jgarrett

dynamicRouting Z005-09-28 17:28:04 484

jgarrett

staticRouting Z005-09-28 17:28:13.266

aburrell

ariginaouting Z005-09-29 11:15:21.922

@'] Done

I Continue I <

The History shows what user
had the form or folder; the
action taken on the form or
folder; and when an action
was taken on a form or folder.

Click “Continue” to
return to the previous
page.

Admin Note on Types of Actions:
®Original Routing — user sent actual document to next user.

®Dynamic Routing - user sent copy of document inside FCMP to a
second individual. The document was entered into that individual’s
tracking section but that individual view but not work the form.

®Static Routing - user sent “snapshot in time” copy of document via
email to individual outside of AKO. It must be viewed and worked
off line but must be uploaded by that individual into FCMP to gain
FCMP functionality again.

é ﬂ Internet

Figure 25 Form History
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Inbox - Form Comments

| https:fleim-armydevl) /.army-fcmp.net - Comment - Microsoft Internet Explorer

Currently there are no comments for this form or folder.

Enter Cormments (These are public comments that follow the form)

Sawve Caomment | |Clear Camment

—

These comments
are public. They
can be viewed by
anyone who
touches this form
(either as an
original document
or in tracking
alone).

They should
NEVER be used for
private or personal
information.

form or folder.

This screen appears when the user
clicks ‘Comments.” Selecting
“Comments” on the Inbox page allows
the user to view the comments for the

@ Done

é ﬂ Inkternet

Figure 26 Form Comments
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Inbox — Route Function This screen appears when the user
clicks ‘Route.” Clicking “Route” on the
Inbox page allows the user to view the
history of the form or folder.

2 1BM WebSphere Porial - Microsoft Internet Explore:

File  Edt View Favortes Tools Help

L] - n 3
7 ’ ] .aj \ | B = e i - ﬁ 3
QBack ? LR O Search ¢ Favories Q{I o A= JIB - li

armydav07 army-fompnetfwps/myportall utfpfkoxmlf04_Si95Pykssy0xPLMAM20vIMOY_CizkLN4gPMATJaFiwLygRaCLGpuainABkd_S3FROb_0A_YLCONC Vi Go | Links @ =

= o
! [ 2l B e
Original, allows the user to send the original form to  0illgill Manauemeint
an AKO email address. The user can only send one
original to an addressee because a form can only
have one owner. The original is tracked until the
Welcome process is complete. The creator can reclaim the
original until the addressee has opened it. The
Form Finder e AR .
original remains in the repository.
Farmm Title: ' F mn Murmber: | Search | | Search By Range |
Routing Slip for Copy of_EIM R\ [COMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
Original Search
Mo users selected yet. Please select only one user. First Mame: . ' -
: The Info Copy is a read-only copy that
| Info Copy }& allows the user to view changes as they
I: are made to the form as long as the form
Mo users selected yet, remains in the repository. The user
: views the changes by clicking on the
| Email Copy | “Tracking” page.
Mo users selected yet, /\
The Email Copy is a read-only copy that is
emailed to an AKO address. The email copy Iv;

— ] is not placed in tracking and the email — -
recipient cannot view changes as they are S ® itemet

L
B4y R) s

iy Start [T [ L Diraft FCMPCBT - Wi ] I8 webSphere Port..,

The user clicks “Back”

Figure 27 Routing Slip to return to the Inbox.
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Search allows the user to search
the Army Knowledge Online White

Pages to look-up the AKO email
address for the addressee.

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edt ‘iew Favorites Tools  Help

eBack L, \ﬂ @ h /.._\J Search g‘\':(Favorites 6‘} N a_,l_'- _] ﬂ ‘3

Address |féj https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcxml,l'04_5j95PykssnyPLManUvMD\"_szKLN4gPMATJgFiWLvqR9//GpugijnABX4_83FSchQ5kG_0bK‘ V| Go | Links * @ -

A
Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF/ OAN
UNCOLLECTIBLE Form
Original Search
No users selected yet, Please select only one user, First Name:
| Info Copy | Last Mame:
Mo users selected yet, Search
| Email Copy |
Mo users selected yet,
| | The user enters “a” to search for all email
addresses that have the letter “a” in the First Name.
Note: Searching by last name is done the same
manner.
b/

@ Dane

i il S
‘s start | cer Ul Dreft FCMP CBT - Mic.., /3 1601

é O Inkernet

A E 4 o &) S0P
L

Figure 28 Search by Firstname
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File Edt View Favorites Tools

" — n ;
eBack " Y \ﬂ \g _I\J P / search ‘gl\?Favorites ‘} = _] ﬁ i*

A IBM WebSphere Portal - Microsoft Internet Explorer

Help

This is the search result for first names
containing the letter “a.”

Address |féj htkps: {feim-armydey 07, army-Fomp,nethwps fmyparkal/lubpflomli0d_Si95Pykssy DxPLMAMz0MTY _CQizkLM4gPMAT JgFivLyvgRgL

JugijnABX4_83FSchQ5kG_0beV|Go Links * @ -

2]
Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOA
UNCOLLECTIBLE Form
Original Search V
No users selected yet, Please select only one user, LastName First Name
[ burrell aaron
| Info Copy | -
[]cahen Sylvia
Mo users selected yet, Search Again Wi Lathleen
| Email Copy | [ qarrett jabari
No users selected yet, [ jaworski andreas
[]3ohnsan Williarn
| | | [[]2ohnson Linda
[1ian eal
After search results are returned the
user has the option to select the type of
routing (Original, Info Copy or Email
Copy) or search again.
[Jortiz chelsea
Admnm;tratlve Note: . W i stephanie
In the final version there will be some _
way to distinguish between people on []Schleigh  Susan
the AKO White Pages with the same [Jsulivan  Erian
name. This section is bound to be :
expanded to include information such [] walton michael
as rank, status, or unit so tha_t t_he user [ weeks james
knows who to select as a recipient of
the routed form. [Jweeks  James
[]weisse mattin

A

@I] Dang
Jstat |

[ @ Draft FCMP CBT - Mic... /2§ 16M Wehsphera Fort. ..

Figure 29 Search Results for Firstname
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A IBM WebSphere Portal - Microsoft Internet Explorer,

=X

The user has elected to send -
an Original to Aaron Burrell. o

Flle Edit ‘iew Favorites Tools  Help

5 —. n :
eBack ) \ﬂ \g _I\J / ) Search ‘:;'\'{Favorites @3 - ez

Note: The outline of the
“Original” button appears bold.

Links >

Address |ﬁ:| https: ffeim-armydev07 . army-Fomp. net wps myportal{utfpfkomlf04_Sj95PykssyOxPLMA

A
Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY HMERGENCY RELIEF LOAN
UMCOLLECTIBLE Form
Original V Search
Mo users selected yet, Please select only one user, | <3 O] | LastName First Name
burrell aaran
| Info Copy | -
Cohen Sylvia
Mo users selected yet, Search Again T kathleen
| Email Copy | ] garrett jabari
Mo users selected yet, [T iaworski andreas
The user selects an addressee from the list
| | by placing the cursor over the check box in
front of the name and clicking the left mouse
button. A check mark appears in the check
box when the addressee is selected.
[ Lewis Pamela
[] newland omar
[] ortiz chelsea
[] pharn stephanie
[ sehleigh Susan
[ sullivan Brian
[] walton michagl
[ weeks james
[] weeks James
[] weisse martin v

@ Cipening page https: ffeim-armydeyd?, army-Fomp,nethups myportal/ Tt fpdkomli04_5j95PykssyQePLMAMz0yMOY_CizkLN4gPMAT X :]

14 start

[ & cer

[ T oraft Fo

Figure 30 Select Original Addressee
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A IBM WebSphere Portal - Microsoft Internet Explorer

File Edt ‘iew Favorites Tools  Help i*g'

eBack L, \ﬂ \g h /.._\J Search ‘?;IT:(Favorites 6‘3 N :,; _] ﬁ ﬁ

Address |féj hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links *

Inbox HEE »
Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
Original Search
First Mame Last Mame Suspense Date/Time send Email Last Name First Name
[Jaaran burrell | vl vl vl v|;| vl v| | << Info Copy | [] burrell aaron
Search Again | (] g\ lcathleen
j The user has elected to
send an Info Copy to
| Info Copy | [ jawarski Pamela Lewis.
No users selected yet, (] Johnson Note: The outline of the
[ Jchnsen “Info Copy” button
| Email Copy | appears bold.
[] jones CaroT
Mo users selected vet,
] Iee//// edward
/.
Route | | Remove Persan Lewis Pamnela
[ newland amar
[] artiz chelsea
[] pham stephanie
[] Sehlzigh Susan
[] sullivan Brian
[ walton michagl
[] weeks james
[ weeks Jares
[] weisse martin v
@ Cipening pade https: Y eim-armydeyd?  army-Fomp, ek ieps ey parkal Tk fpdkernl (04 _S95Pykssy0PLMAMz0MOY_CizkLN4gPMAT é © Internet

P M= - [ TP n -
14 start & CET I} Draft FCMP CBT - Mic... /3§ 16M Websphere Port. .

Figure 31 Select Information Copy Addressee
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A IBM WebSphere Portal - Microsoft Internet Explorer

File Edt ‘iew Favorites Tools  Help r;-'?

eBack L, \ﬂ \g h /.._\J Search ‘?;IT:(Favorites 6‘3 N :,; _] ﬁ ﬁ

Address |féj hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links *

Inbox B e A
Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
Original Search
First Mame Last Mame Suspense Date/Time send Email Last Name First Name
[Jaaren burrell | vl vl vl v|;| vl v| << Info Copy [] burrell aaron
[] cohen Sylvia
Search Again \Qms kathleen
O i
| S | - The user has elected to
. nfo Copy O JaWDrSk& send an Email Copy to
First Mame Last Name D P \ Stephanie Pham.
L Lewis
) [] Jahnsan L{ Note: The outline of the
Send Email : “Email Copy” button
[ junes . appears bold.
Email Copy | [ lee edwaW
[] Lewis Py//e{a
Mo users selected vet, -
[ newland %ar
Route | | Remove Persan [ artiz /chelsea
pham stephanie
[] Sehlzigh Susan
[] sullivan Brian
[ walton michagl
[] weeks james
[ weeks Jares
[] weisse martin v
@ Cipening pade https: Y eim-armydeyd?  army-Fomp, ek ieps ey parkal Tk fpdkernl (04 _S95Pykssy0PLMAMz0MOY_CizkLN4gPMAT é © Internet

.-]‘ [ — F T . - _ £ ool . 4.' Coin
i4 Start & CET I} Draft FCMP CBT - Mic... /3§ 16M Websphere Port. . AE gy ) S0P

Figure 32 Select Info Email Address
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A IBM WebSphere Portal - Micrasoft Intarnet Explorer

The page shows Aaron Burrell as a
Fle Edt ‘iew Favortes Tools  Help recipient of an Original Copy,

T = - _ . Pamela Lewis as a recipient of an

@Back -7 \ﬂ @ ()| ) seach G pFavies @) - g _J ﬂ 3 Info Copy, and Stephanie Pham as a
recipient of an Email Copy.

Address |féj hitps:/eim-armydey 07 army-Fomp,netfiwpsmyportalf ot fpdkeonl /04 _5i95PykesyQePLMnMz0uMTY _QjzkLN4gPMAT IgFivLygl

A
Inbox B E d
Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
g slip Py
UMNCOLLECTIBLE Form
Original Search
First Narme Last Mame Suspense Date/Time Send Email Eirst 0 l:l
irst Name:
[Jaaron burrell | Vl Vl Vl v || Vl Mo V| Am— |:|
| Info Copy |
First Name Last Name
1 Pamela Lewis
Send Email
| Email Copy |
First Marne Last Narne B
[0  stephanie pham
Please enter text for email.
Raoute | | Rernave Person
| — 2
@ Done é 0 Inkernet
[ —— [ [ . .
i4 Start & CET 0} Draft FCMP CBT -Mic... /2§ I6M Wehsphers Port. .

/B 4y R) S0P
Figure 33 Completed Route Slip
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The user can set a Suspense Date -
Fle Edt Vew | ysing drop-down menus. '4

k- ) : i FZE
eBac v Note: The user can also include a " —J ﬁ 'j
ihess Elhepsy  time with that Suspense Date.

InMz0MOY_QjzkLN4gPMAT JgFivLyvqRqCLGpugiindBxRd_B3FSgokgoka_obke V| Go | Links ? @ v

A
Routing Slip for Copy of_E{[M RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
U Original Search
|
First Mame Last Mame Suspense Date/Time send Email )
[Jaaran burrell |Jan Vl 04 Vl 2006 Vl 03 V|: ¥ | No V|
;
& Search
Administrative note: When a suspense
| Info Copy | is missed - the item changes colors in
RISHHEME CasHNaME the tracking section.
L Lewis
Send Email
| Email Copy |
First Mame Last Mame
[  stephanie pham |
Please enter text for email.
Route | | Remave Person
o-ale 2
@ Daone é O Inkernet

P—— o — FHH 5ot ECp T . = A A e
15 Start W CET 04 Draft FCMP Training... /2 I6M Websphers Port... 2B ] RV L 11E0AN

Figure 34 Set a Supsense Date
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IBM WebSphere Portal - Microsoft Internet Explorer.
File Edt ‘iew Favorites Tools  Help -:,'

eBack v J \ﬂ @ h /:\J Search “‘}:1'\'( Farvarites 6‘} [_\'v .,:\; _J ﬂ '3

Address |@ hitps:/eim-armedey 07 army-Fomp. netfwpsmyportalf ot fp kool 04 _3j95Py

The user can send a private email . A
with the Oriainal form. T

Routing Slip for Copy of _EIM RECOMMENDATION TO DECLAR|| ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
Original Bl Search
. . Vo
First Mame Last Mame Suspense Date/Time Send Email .
[Jaaran burrell |Jan Vl 04 Vl 2006 Vl 03 V|:| 00 % |MNo %
| Info Copy |
First Name Last Name
L Lewis
. _ . .
send Email The user can send a private email
with the Info Copv.
| Email Copy |
First Mame Last Mame
[  stephanie pham 1
Please enter text for email.
Route | | Remave Person
o-ale :
@ Daone é O Inkernet

Iy ; f - m . L 3 _ o N o
15 Start W CET 04 Draft FCMP Training... /2 I6M Websphers Port... 2B ] RV L 11E0AN

Figure 35 Send Private Email with Form
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IBM WebSphere Portal - Microsoft Internet Explorer.

File Edt ‘iew Favorites Tools  Help ':f

eBack b J \ﬂ @ h j_\J Search g‘\':(Favorites 6‘} vikd :\1_'_ _J ﬂ '3

Address |féj hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links * @ -

Welcome Inbox Drafts Favorites Admin Help &
Form Finder Fll=
Farrn Title: l:l Farrn Murnber: | | | Search | | Search By Range |
Inbox |E|
Routing Slip for Copy of _EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UMNCOLLECTIBLE Form
Driginal Search
First Name Last Mame Suspense Date/Time Send Email = ]
Oaaron  burrel  [Jan v|0d v|2006 v|03 v 00 v|ves v o The user has set a Suspense
ast Name: .
Please enter text for the email here, Date of Jan 04, 2006 at 3:00
Search pm and has elected to send a
private email.
| Info Copy | |
First Name Last Name
[ Pamela Lewis
Send Email
| Email Copy |
First Name Last Name
[  stephanie pharm
Please enter text for email.
b
@ Daone é O Inkernet

IT‘—' 1 5 I — — . # AT A 2
1y Start & CET @ Draft FCMP Training ... <24 TRM Wehsphere Part,. iy (_'J‘\_.J Yo 44 11:41AM

Figure 36 Selected Suspense Date and Email
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IBM WebSphere Portal - Microsoft Internet Explorer.
File Edt ‘iew Favorites Tools  Help :,

-

\ A = | ] S [
eBack - ) \ﬂ @ ._Ij /.JSearch “‘}/'\'( Favorites 6‘} [';l--_-_\' = _J ﬁ '3
Address |@ hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links * @ -

Inbox HEE )

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form
Original Search
First Mame Last Mame Suspense Date/Time send Email )

[Jaaran burrell |Jan Vl 04 Vl 2006 Vl 03 V|:| 0o 5 V|

Please enter text for the email here,

| Info Copy |

First Name Last Name
[ Pamela Lewis
[ Rod Dimaranan
Send Email \
The user added two
| _ Email Copy | addressees to the routing slip
First Name Last Mame to demonstrate the remove
[0  stephanie pham A capability of the system. |
_
[0 tung tran
Please enter text for email.
v
Route | | Remave Person
o-ale :
@ Daone é O Inkernet

I . . f e - g = .
15 Start W CET I} Draft FCMP Training ... /2§ 16M Websphere Port. . + BH 7 '{Jﬂ 11:56 &M
Figure 37 Added Addressees
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IBM WebSphere Portal - Microsoft Internet Explorer.

File Edit View Favorites Tools  Help .',
& — it - im | .

eBack - J \ﬂ @ __lj /.JSearch “‘}/'\':(Favorites 6‘} T g _J ﬁ ﬁ

Address |féj https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcxml,l'04_5j95PykssyUxPLMnM2DvMU‘r’_szKLN‘%gPMATJgFiWquRqCLGpugijnABX‘%_SSFSgcKQSkG_obK‘V| GD Links

UNCOLLECTIBLE Form

Inbox HEE

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN

|>

Original

Search

First Mame Last Mame Suspense Date/Time

send Email )

[Jaaran burrell |Jan V|U4 V|2006 VlUS V|:| 0o VlYes V|

Please enter text for the email here,

| Info Copy |
First Name Last Name
Pamela Lewis -
[ Rod Dimaranan 'Il_'he _usfer el?ﬁts tgdremO\Il_etPamela
eWwIS Trom the adaress list.
Send Email
| Email Copy |
First Mame Last Mame
[0 stephanie pharmn A £
[0 tung tran
Please enter text for email.
v

Route

| | Remave Person |

<——1 The “Remove Person” allows the

user to remove an addressee from
the address list. When the

“Remove Person” button is
selected the border of the button

|<

@ Opening page https:feim-armydev07, army-Femp. net fwps/mypartal/utfpfkeoxmli04_SiasPykssy0xPLMAMz] - @ppears in bold.

i) stat |

| @ Draft FCMP Training ...

O Inkernet

3 16M Wehsphere Part... LB [ b 1156 AM
L

Figure 38 Remove Function
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IBM WebSphere Portal - Microsoft Internet Explorer.

File Edt ‘iew Favorites Tools  Help

eBack b J \ﬂ @ h /:\J Search

-

3

“‘}:IL( Farvarites 6‘} [_\'v .,:\; _J ﬂ '3

Address |@ hitps:/eim-armydey 07 army-Fomp. netwps myportaly ot fp ool 04 _3i95Pyvkesy 0 PLMAME0 MDY _QjzkLM4gPMAT JoFwiLyqRqCLEpugiindBid_83F3gokiGEkia_obk: V| Go | Links * @ -

UNCOLLECTIBLE Form

Inbox HEE )

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN

Search

Original
First Mame Last Mame Suspense Date/Time send Email
[Jaaran burrell |Jan V|U4 V|2006 VlUS V|:| 0o 5 V|

Please enter text for the email here,

| Info Copy |

First Name Last Name
O rod Dimaranan - —

Pamela Lewis is removed
Send Email from the address list.

| Email Copy |

First Mame Last Mame
[0 stephanie pharmn A £
[0 tung tran
Please enter text for email.

v

Route

| | Remave Person

£

O -ale

@ Dane

1] starf a7
Figure 39 Addressee Removed

. @ Draft FCMP Training ...

é O Inkernet

Wehsphers Part, .,
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A IBM WebSphere Portal - Micrasoft Intarnet Explorer
File Edit ‘Wiew Favorikes  Tools  Help 5

i — il . in .
eBack - ) \ﬂ @ _Ij /.JSearch “‘}/:(Favorites 6‘} = _] ﬂ '3
Address |féjhttps:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcmeJ'D4_Sj95PykssyDxPLManDvMUV_Qj2KLN4gPM.\'-\TJgFiWquRqCLGpugijnABM_SSFSchQSkG_obK‘ V| G Links *

Inbox BEE »

Routing Slip for Copy of_EIM RECOMMENDATION TO DECLARE ARMY EMERGENCY RELIEF LOAN
UNCOLLECTIBLE Form

Search

Original

First Name Last Name Suspense Date/Time send Email

[Jaaron

Please enter text for the email here,

burrell  [Jan |04 v| 2006 |03 w|: 00 ¥ ves ¥

Please enter text for email.

Routs

| | Remave Person |

A

@ Opening page https: | feim-armydey 07 army-Fomp, netfwps mypartal 0k e

[ & cer

14 Start

r @ Draft FCMP Training ...

The user elects to route the form.
When the “Route” button is selected
the border of the button appears in

bold.

| Info Copy |

First Name Last Name
[0 rodwyn Dimaranan

Send Email

| Email Copy |

First Marne Last Mame
[0  stephanie pharn A 0
[0 tung tran

Y TBM WehSphere Fort.., f 3 IBM WebSphere Port. ..

é 0 Inkernet

Figure 40 Completed Routing Slip

£ B 4y R4 1234PM
L

The form was routed successfully; however, the system did not display a routing confirmation. The

system displayed a failed routing confirmation.

Insert screen shot representing successful routing for the routing slip above.
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Inbox — Delete Function

@Back i 7 | \ﬂ @ h /_-‘Search ‘?':'\'(Favorites @3 |v __;, _I ﬂ '3

fiddress :@ hitps:  feim-armydey 07 army-fomp,netwps myportal/ ot fp kool 04 _3i95Pyvkesy Qe PLMAME0YIMTY _QjzkL4gPMAT JoFwiLvaRqCLGpugingBrd_&3FaockGeka_obk: V| a0 Links @ x

A

TP The user is alerted “Are you
- sure you want to delete?” The
" : / — e user can click “OK” to continue
‘T&—f ' : 2 deleting the form or click
A _ > ! “Cancel” to cancel deleting.

05 ARMY -9

| Personalization | My Finances | My Work

Welcome Inbox Drafts Favorites Admin

Form Finder Admin Note: |

_ believe only the
Form Title: | Farm Nurnber: |

owner of a form can
delete a form
permanently. Others
can delete the form
from their tracking
and in-boxes but not
from the repository.

Microsoft Internet Explorer

\:{J Are yau sure yau wank to delete?

Inbox -- 6 Formis), 0 Folder(s)

[, O, H Cancel ]

Form Mame Form Type Create waw T Pl add Ta Falder We will prQVide a
STATUS OF DA FORM Sep 21, 2005 Sep 22, 2005 No suspense lles det.alle.d
D& 1315-1
1315 09:54:18 16:44:32 date set explanation in
Jul 28, 2005 Sep 23, 2005 Mo suspense SUbsequem gmdes.
O NCOER SUPPORT D& 2166-8-1
17:11:03 10:44:53 date set Rama
D m Fouting Date SERY DA 1059 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
ICE SCHOOL ACAD. ., 10:58:35 11:00:05 13:00:00
D Routing Test Copy D4 638 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005 Delete
of_RECOMMENDAT.., 11:27:06 11:28:13 11:30:00 R
[ D Copy of_ARMY AYIA — Sep 21, 2005 Sep 27,2005 Mo suspense \ﬂ
TOR'S FLIGHT RE... 09:11:36 10:26:09 date set
Copy of REGQUESTF Sep 21, 2005 Sep 27, 2005 No suspense
O D OR WITHDRAWAL 0, DA 1% 09:57:34 14:53:43 date set Complete N
The user can delete
a form from the Inbox
: by clicking the
€ ) “Delete” button.

:; Staﬂ & CFT @ Draft FCMP Training ... ; IBM ‘WebSphere Part...

Figure 41 Confirm Deletion
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2\ https:Heim-armydev07.army-fcmp. net - Delete Form Message - Mic. .. |Z||E|E|

Delete form "STATUS OF DA FORM 1315" successfully.

Press “Continue” to return to
the Inhny

This message appears
when the form has
been successfully
deleted.

I@ Dione

2y & Internet

Figure 42 Form Deleted Successfully
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Inbox — Rename Function

A IBM WebSphere Portal - Microsoft Internet Explorer
File  Edt View Favortes Tools  Help al

@Back ) \ﬂ @ “:] /:)Search ‘E?:E-'Favorites e} ' .; _| ﬁ 'ﬂ

fiddress :@ hitps:  feim-armedey 07, army-fompnetfwps myportalf ot fp kool 04 _3i95Pyvkesy Qe PLMAME0Y MY _QjzkL4gPMAT JoFiwLvaRqCLEpugingBrd_83FSookGeka_obk: V| G0 Links @ =

A
Welcome jabari | | Log out
Forins Content Management
| Personalization | My Finances | My Work
Welcome Favorites Admin
Form Finder
Form Title: | IForm Number: | | | Search | | Search By Range |
Inbox B E
Inbox -- 5 Form(s), 0 Folder(s) Close all L
: Actions List
Farm MName Form Type Create Date w Action Date Suspend Date Add To Folder
L Jul 28, 2005 Sep 23, 2005 Mo suspense
D D HCDERALERORT RitgRental 17:11:03 10:44:53 date set
m Fouting Date SERY DA 1058 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
ICE SCHOOL ACAD... 10:58:35 11:00:0% 13:00:00
m Fouting Test Copy D4 638 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
of_RECOMMENDAT... 11:27:06 11:28:13 11:30:00
i D Copy of_&RMY AVIA N Sep 21, 2005 Sep 27, 2005 Mo suspense
TOR'S FLIGHT RE... 09:11:36 10:26:09 date set
)
I D Copy of REQUESTF DA 1134 Sep 21, 2005 Sep 27, 2005 Mo suspense
OR WITHDRAWAL O, 09:57:34 14:53:43 date set
Complete
The user has elected to The user can rename a
rename the selected form. form by clicking the ¥
€ “Rename” button.

: - Note: The border of the I
Figure 43 Rename Function “Rename” button appears
hold when it is selected

pp—— 7 ¥ . 7
] " Sfan & CFT @ Draft FCMP Training ... ; IEM WebSphere Part.,. 3 hitps:feim-armyday, .

There is a screen that appears before this one... however we did not capture a screen shot for it in the
interest of space.

Also, some forms will automatically be named a specific name upon creation. Example: military
evaluations, at creation, will contain the name of the rated individual.
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This screen appears when the user
elects to rename a form. The user
types the new name of the form in this
space.

2N https:Hfeim-armydev( Explorer E| |§|g|

|C0p\_,r of REQUEST FOR WITHDRAWAL OF MY PERSOMAL PROPERTY

I Renarne ] [Clear] —— :
/\ Press the “Clear” button to

change the name of the form
back to the old name.

Press “Rename” to rename
the form.

Note: The user must type the
new form in the space above.

@Done 2y & ntermet
Figure 44 Rename Form
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This screen appears after
the form has been
=N https:fHfeim-armydevO7 . arm renamed successfully. rosoft Internet. .. E||E|E|

Renamed form Copy of _REQUEST FOR WITHDRAWAL OF MY PERSOMAL PROPERTY
rom Copy of REQUEST FOR WITHDRAWAL OF PERSOMAL PROPERTY

Press “Continue” to return to
the Inbox.

@bl Cone é ‘ Inkernet
Figure 45 Form Renamed Successfully
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Inbox - Copy Function

) IBM WebSphere Portal - Microsoft Internet Explorer,

File Edit Wiew Faworites Tools  Help

eBack - d \ﬂ @ _h /_\J Search ‘f‘\'{Favorites e} <] - :\7_ _J ﬁ '3

Address @j https:/ {208, 3,193, 204 fwpsimyportal ot ipfkoxml 04 _S5i95Pykssy0xPLMAMz0VMOY _QjzKLN4gPMALJgFiwLyqROCLGpUGijnAB: 4 _83FSgek Qskaoky aoflZ OanphogR-s760FoF-Cr V| Go Links ™

Bl
Welcome =
Form Finder
Farrn Title: l:l Faorrn Murmber: | | | Search | | Search By Range |
Drafts = ™ 5
Close all
~
O D NCOER EVALUATION REPORT D& 2166-8 ?2'3',‘415230?05 @l | TlploadForm
— ndd To Folder
0 D OFFICER EVALUATION REPORT DA 67-9 i T
| D My Laundry List DA 1974 fﬁlﬂgég%
Copy of_Copy of_STATUS OF DA R Qct 12, 2005
D D FORM 1315 DI ECRioR 16:31:JSD
O [£] copy of_Reauest for 1771 DA 3161 e
D STATUS OF DA FORM 1315 DA 1315-1 focfalasf;sgws - -
D NCOER EVALUATION SUPPORT FORM DA 2166-5-1 s
OFFICER EVALUATION SUPPORT FO .. Oct 14, 2005
D RM Sl S 10:03:02
D NCOER_Created_Fram_NCOER EVAL DA 2166-3 Oct 14, 2005
UATION SUPPORT FORM 09:59:41
< The user can copy a form
by clicking the “Copy”
button.
The user has elected to Note: The border of the -
Copy” button appears Lo
hold when it is selected

here Port, ..

4 start [ 1D praft Fol id... /3 M
Figure 46 Copy Function
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This screen appears when the user

elects to copy a form. The user can

copy the form to “Drafts or Favorites.

Where would vyou like to place the copy of STATUS OF DA FORM 1315 2

A hitps://208.3.193.

_— .
= — Click the “Drafts” button to copy
_ . the form to “Drafts” or click the

“Favorites button to copy the
form to “Favorites.”

A

The user elected to copy the
form to “Drafts.

Note: The border of the
“Drafts” button appears bold

2] Done 2 4 Internet

Figure 47 Copy Form
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This screen appears after
the form has been copied
successfully.

Created Copy form Copy of _STATUS OF DA FORM 1315 for
sylvia.cohen. Mo signatures were found!!!

3 https://208.3.193.204 rnet Expl... [= |[01|X]

Press “Continue” to return to
the Inbox.

I@ Done él ‘ Inkernet
Figure 48 Form Copied Successfully
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Inbox- Process Complete Function

A = ). . A = S L |
- | / Si7 &Y | | y:
@ Back ?) X % (0| ) Search A Favarites {/{ : == . ‘| ﬂ 5

= 7
ttps:/eim-armydeyD7 army-femp.netfwps{myportalfut/pjkexml/04_S{95Pykssy0xPLMAMZ0vMOY_QjzKLN4gPMATIgRWLvoRgCLGpUGnABX4_B3FSgcKQkG_obke ¥ | g Go Links * ‘ﬁj i

After the user clicks “Complete” the user A
is alerted “Are you sure you want to
3 I'.'I'.'IE e jabari I
complete the process?” The user can e i og st
click “OK” to complete the process or
click “Cancel” to cancel completing the i
rocess and return to the user’s Inbox.
| P | Forms Conteat Management
Welcome i Admin
Form Finder
Farm Title: | Form Nurnber: | .
) mmm Microsoft Internet Explorer,
\_? / Are vl sure you wank to complete the process?
Inbox -- 5 Form(s), 0 Folder(s) : Close all
[ O, l [ Cancel ] Actions List
Farm Name Form Type Cicawe Laws w MLUUI LaLs SUBPENY Lals 4dd To Folder
o Jul 28, 2005 Sep 23, 2005 Mo suspense
D HEBIE LA RO Rl 17:11:03 10:44:53 date set
[ m Routing Date SERY DA 1058 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
ICE SCHOOL ACAD... 10:58:35 11:00:05 13:00:00
D m Fouting Test Copy D4 638 Sep 23, 2005 Sep 23, 2005 Sep 23, 2005
of_RECOMMENDAT... 11:27:06 11:28:13 11:30:00
Copy of_&RMY AVIA i Sep 21, 2005 Sep 27, 2005 Mo suspense
O D TOR'S FLIGHT RE DA 2408-12 09:11:36 10:26:09 date set
0 D Copy of_REQUl The user can complete the Sep 27, 2005 Mo suspense
OR WITHDRA process of certain designated 14:53:43 date set
forms by clicking the “Complete” — oot
button. Note: The border of the
“Complete” button does not
appear bold when it is selected. R

& 8 @ mntermet

dstart | Wcer Ul Dreft FCMP Traning . /3§ 1801 WebSphers Fart. Lol o[ &'; L 12:50PM
Figure 49 Process Complete Function
Admin Note: All forms do not have a process complete function. The process complete is operational
with a selected group of forms. Example — for military evaluations the “complete” function will send
the completed form to the appropriate HQDA location for final processing. USAR OERs and NCOERs
will be sent to HRC St Louis, Active Component OERs will be sent to HRC-Alexandria, Active
Component NCOERs will be sent to HRC-Indianapolis. ARNG OERs will be sent to NG HQ in
Arlington. ARNG NCOERs will be sent (to be deteremined- we are still working the specifics). Certain
checks will be made internal to the form before the complete process can take place.
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2 IBM WebSphere Portal - Microsoft Internet Explorer,

This screen appears when :
- - the form has completed
e Back * () \ﬂ @ 0 - search 5. Favorites ﬁ} the process.

Address @https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcxml,l'D‘}_SjQSPykssnyPLManDVMDY_QjzKLN4gPMATJgFiWLvqRqCLGpugijnABX4_83FSchQ5kG_och V| Go  Llinks ® '@ -

Inbox HEE 4
The torm NCOER SUPPORT has completed it's process.

File Edit View Favorites Tools Help

Press “Continue” to return to
the user’s Inbox.

Tracking E S

Tracking -- 3 Formi(s), 1 Folder(s) Close all

Actions List

Form Name Farm Type Current Owner Date Received Date Wiewed

Sep 27, 2005
13:40:32

10 [2 form(=z1] Jabari Folder folder

09212005 Jeres

|

@ Done 5 @ mternet

| T Draft FCMP Training ... 2 By ere Port... 4B 4y B)L 1251

Figure 50 Process Completed Successfully
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Inbox - Tracking

The Tracking window
A IBM WebSphere Portal - Microsoft Internet Explorer located in Drafts is also BE|@
*

Fille Edt Wiew Favorites Tools  Help set Up like this window.

@Back > \ﬂ \g ;‘] /_)Search ‘E'_'\'E-'Favorites ‘{f} v _; _: ﬂ ﬂ

fAddress I@ https: ffeim-armydevO?  army-Fomp, netfwpsmyportal/ lukfpfkexml 04 _Si9sPykssyDxPLMAMZ0YMOY _CizkLN4aPMAT JgFiwLyvaR.gCLGRugindE:d_B3Fagck(okia_obk: V| Go | links ® @ x

A~
ri! |Log out
The tracking page allows the
user to view all changes that
are made to the forms and
folders they have accessed.
S— S | My Work
\lelcome Drafts Favorites
Fil'm Finder
. The “Current Owner” of a — - |
i . At earehl By Damne
Tile: | form or folder is the user that | - N
folder. date the current owner
received the farm ar folder
Tracking
Tracking -- 3 Form(s), 1 Folder(s)
Actions List
Farm Type Current Cwner BCEIVE Date Viewe The Date Viewed is
REQUEST FOR WITHDR Sep 21, 2005 Sep 21, 2005 the date the current
O DA 1134 spham iy i .
D AWAL OF PERSONA. . 10:21:11 17:19:15 owner viewed the form
Copy of_EIM RECOMM Sep 29, 2005 Sep 27, 2005 I:I or folder.
O D ENDATION TO DEC... BAES aputrell 12:34:17 16:41:27
0 D NCOER SUPPORT DA 2166-8-1  joarrett e o The litem will be bold if
[2 farm(s)] Jabari Folder Sep 27, 2005 the current own has
— armls 7 . .
LU gaziznns i 5aFPer 1514014 b not yet viewed it.
i
féj é 0 Internet

™ [r—p= r 3 o s g
1y Start & BT raft FCMP Training ... Sphere Part.., 2 LEl Q_'_Ju 1

Figure 51 Tracking Window
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Inbox — Reclaim Function

3 1BM WebSphere Portal - Microsoft Internet Explorer

File Edit View Favorites Tools Help ";I‘

@Back > | \ﬂ @ h /_‘ Search ‘\_EI?'\'E‘Favorites {:‘} "‘v -_;_ E |ﬁ ,‘3

Addrass !@ https:/}208.3.193, 204/ wps/myportalf lutip/kcxmlf04_Sj95Pyvkssy 0xPLMAMz0vMOY _CjzKLM4gPMAT JgFiLvgRqCLGpugiindBX4_83FSgckQskaoky aflZ0anpheqR-s760FoF-i V| Go Links **

(Lo b oo 22 RTPOREL L UL BIRE ATl 2o o e Y sl WAL LR LAV B Rl 1D S h R A 9 2 -
EU:@: m| The user can reclaim a form
FOTIIS CONtd by clicking the “Reclaim”
button.
Welcome Favorites Recycle Bin Admin Note: The rO_Uted form can
e only be reclaimed if the has
orm rinder .
not been opened (viewed).
Inbox (2] () |3
Tracking |E|
Close all
Farm Mame Farm Type Current Owner
Copy of RECOMMENDA : Oct 20, 2005 Qct 20, 2005
L) D TION TO DECLARE... Dastle sylwiaicohien 10:17:06 14:12:21 st
Copy of_STATUS OF B . Oct 20, 2005 ;
jdl D D& FORM 1315 DA 1315-1 sylvia.cohen 1470237 Mot yet viewed, W
SERVICE SCHOOL ACA Oct 20, 2005 . _
D DEMIC EVALUATIO... BT aburrell 14:26:15 Mot yet viewed,
Copy of STATUS OF e . Oct 12, 2005 Oct 13, 2005 The user can reclaim a
D DA FORM 1315 15:58:39 12:21:07 form by clicking the
“Reclaim” button.
Note: The border of the L
“Reclaim” button appears
hold when it is selected
The user has elected
to recliaim the v
2 celected form S @ Inkernet

.4 start G ~ | O DraftFol Guid,.. | Of Fom ok, da here Part... = iz

Figure 52 Reclaim Form
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Capture a screenshot of a successful Reclaim.

(to be completed as Figure 53.1)
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Drafts Tab

Drafts Page Overview

File  Edit

@Back i) \ﬂ @ :‘] /:)Search < 7ravoitd  different will be explained in the Drafts

Most functions and page layout on the Drafts
3 IBM WebSphere Portal - Microsoft Internet Explorer and Tracking page are the same as the E]E|®
:*'.

functions and layout on the Inbox page.
Those functions and page layout that are

View Favorites  Tools  Help

i

[2a] . A q
- ; section of this User’s Guide. [
Click this tab to access the ortallut ke kv Beo s 7 &
user’s Drafts. The Drafts shows =
all forms, folders, and folder =
content that the user created. & jabiari | | Log out
Forins Content Management
| Personalization | My Financys | My Work
Welcome Favorites
Form Finder i X
Click this button to create a
Form Title: | |F0rm Number: | | | Search | | Search By Range | folder in the user’s Drafts.
Drafts -- 1 Form(s), 2 Folder(s) Close All L
fictions List
Farrn Narne Farm Type Create Date
Copy of_STATUS OF DA FORM 131 : Sep 21, 2005
D D 5 D Lals:1 09:5?:i3
[T [ farm(s)] Jabari Folder 09232005 folder re /
[T [0formis)] Evaluations foldar 14
Click this button to upload a
form from the desktop, data
storage, etc.
i
féj é G Internet

14 start

[ & cor | T Draft FCMP Traning . 3 IEM WebSphers Fort..

Figure 53 Drafts Page Overview
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age appears o
and allows the user to view the changes that are made to the
3

forms and folders routed from Drafts. The Tracking page

shows the Form or Folder Name, Form Type, Current _
LH4gPMAT IgFivLyaRgCLGpUgnAB:d_S3FRab_0A_YLcON: V| G0

Owner, Date Received, and Date Viewed.

Tracking =l
Close All

Tracking -- 3 Form(s), 1 Folder(s)

Date

Farr Mare Farrn Type Current Owner VE
- [2 form(z)] Jabari Folder 3 Sep 27, 2005 |:|
U5 Geaiz00s el Jgarrett 13:40:32 W

=

é 0 Inkernet

O Draft FCMP Training ... 3

Figure 54 Drafts Page Overview Continued
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Drafts Page — Create Folder Function

A IBM WebSphere Portal - Microsoft Internet Explorer
File  Edt View Favortes Tools  Help ar

@Back ) \ﬂ @ _h /-‘ Search ‘ilf:E‘Favorites {‘3 'v 1_'_ & _| ﬂ ':'i

fiddress !@ hitps:  feim-armedey 07, army-fompnetfwps myportalf ot fp kool 04 _3i95Pyvkesy 0 PLMAME0Y MDY _QjzkL4gPMAT JoFiwLvaRgCLEpugingBxd_83FRSb_0A_YLoOm V| G0 Links @ =

A
jabari | | Log out
| Personalization | My Finances | My Work
Welcome Favorites Admin
Form Finder
Form Title: | IForm Number: | | | Search | | Search By Range |
Drafts B = G
Drafts -- 1 Form(s), 2 Folder(s) Close all L
E : s List
Farm Mame Form Type Create Date
Copy of STATUS OF DA FORM 131 L Sep 21, 2005 Ipload Farm
D D 5 DU 09:57:13
(177 1t farmes)] Jabar==- o - (
The user can create a folder by
L) lehm(IEvsl  clicking the “Create Folder” button.
Note: The border of the “Create
Folder” button appears bold when
it is selected.
M

5 @ ntermet

Lt
(I

L ) f s I A 5 . [ o= B e T 5 =
T start & CET tEil:.lrar‘t FCMP Training ... ; IEM Wil e Part,,, 3 1BM Wiehsphere Part,., ¢ B o4y "(J 4 1:04PM

Figure 55 Create Folder Function
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This screen appears
after the user elects to
create a folder.

=N https:ffeim-armydevO7.ar

r':';lr':_l.zr | | | Create Folder |
Type the folder name in this
area.
I@ Done £y & Interret

Figure 56 Name the Folder
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M https:ffeim-armydevO7.army-fcmp. net - Create Folder - Micros. .. |Z||§| _|

Folder
Mame: |JG Folder | I Create Folder I

The user typed the folder

Click the “Create Folder”
button to create the folder in
Drafts.

Note: The border of the
“Create Folder” button
appears bold when it is
selected.

@ Done 2 & Internet
Figure 57 Create Folder and Save to Drafts
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This screen appears when
the folder has been

=N https:ffeim-armydevO7

created successfully.
Successfully added fol ~ace.
Press “Continue” to return to
Drafts.
I@ Done £y & Interret

Figure 58 Folder Created Successfully
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Drafts — Extract Form

A IBM WebSphere Portal - Microsoft Internet Explorer
Fil: Edit Wiew Favorites Tools  Help :j’

@Back - g \ﬂ @ _;j /_‘ Search ‘E'IT'\'E”Favorites Q}:{ ' _\; " | _| ﬁ ':'i

Address !@https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kcxmIID4_Sj9SPykssyDxPLManDvMDY_QjzKLN4gPM.QTJgFiWquRqCLGpugijnABX4_83FR9b_DA_YLcDN( V| Go Links ’@ =

A

me jabari | | Log out

| Personalization | My Finances | My Work

Welcome Inbox Favorites

Form Finder

Farrn Title: | IForm Nurnber: | | | Search | | Search By Range |

Drafts ]

Drafts -- 1 Form(s), 3 Folder(s) Clase all

Create Folder

Form Type

1= [1 form(s)] Jabari Folder 09232005 falder N/

MAINTENANCE TEST FLIGHT MANEU o Sep 21, 2005

VERS GRADESLIP ErEa 09:55:01 _
[T o farm(s)] Evaluations folder e ‘

|:| = [0 formis)] 1 Folder folder H/ A

NI
The user can extract a form
from a folder by clicking the
“Extract” button.

Note: The border of the -
: _ “Extract” button appears bold
s start | [ O Draft PP Training . 1 e Part.., when it is selected.

Figure 59 Extract Form Function
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This screen appears when
the form has been
successfully extracted

2N hitps:ffeim-armydevO7.armg from the fOIder' (=1 =T E“E”gl

Successfully extracted form "MAINTEMNAMCE TEST FLIGHT
MAMEUYERS GRADESLIP® from the folder "Jabari Folder 09232005".

Press “Continue” to return to
Drafts.

@ Done é a Inkermek
Figure 60 Form Extracted Successfully
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Drafts — Upload Form Function

A IBM WebSphere Portal - Microsoft Internet Explorer

Fil: Edit Wiew Favorites Tools  Help :JI‘

@Back - g \ﬂ @ _;j /_‘ Search ‘glfg”Favorites Q}:{ " ; " | _| ﬂ ':'i

Address !@https:,l',l'eim-armydevﬂ?.army-chp.net,l'wps,l'myportal,l'!ut,l'p,l'kl:xmIID4_Sj9SPykssyDxPLManDvMD‘r’_Qj2KLN4gPMATJgFiWquRqCLGpugijnABX4_83FR9b_DA_VLcDN( V| Go ks * @ =

i
e jabari | | Log out
| Personalization | My Finances | My Work
Welcome Favorites
Form Finder
Farrn Title: | IForm Nurnber: | | | Search | | Search By Range |
Drafts HEE
Drafts -- 2 Form(s), 3 Folder(s) Clase all L
Farm Name Form Type
177 [ofaemis)] Jabari Folder 08232005 folder /8
[ [0 form(s)] Evaluations folder (i
No forms found O
(115 [0ferm()]JG Folder The user can upload a form
from a local directory by
clicking the “Upload” button.
Note: The border of the
“Upload” button appears bold
when it is selected.
]

& 2 8 internet

'y t s e I ot ECMP Traini e “m ot @ L 124 P
155 art CBT tgl:-'r-:f.l:l_l'-'":' Training ... 3 IEM here Port... o B Ly Jiy 124 PM

Figure 61 Upload Form Function
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@Back -6 |ﬂ |=:] h )F‘ search ‘\;."._(FavoritES &3

SE-Uds

Address (] hty After the user clicks “Upload U4_Sj95PykssyUxPLMnMzUvMUY_QjzKLN4gPMATJgFiWquRqCLGpugijnABX4_83FR9b_UA_YLcUN(V| Beo s > &~

Form” the user is alerted “Are

you sure you want to continue?”

The user can click “OK” to

continue uploading the form or

click “Cancel” to cancel

1inloadina the form.
a1

Bl g

| Personalization | My Finances | My Woi\
Welcome

Form Finder

e jabari | | Log out

Forins Content Management

Drafts -- 2 Form(s), 3 Folder(s)

Farm 7

Farm Name

[ [0faem(s)] Jabari Folder 09232005 folder

Farm Title: | Farm Number: | A
e Microsoft Internet Explorer E|

Close all

yHE

Create Folder

/A Upload Form

[T  [oformis)] Evaluations falder

No forms found

[T [0ferm(=)] 3G Folder falder

s

<

P Training ...

é Q Internet

Figure 62 Confirm Form Upload
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This screen appears after
the user elects to “Upload”

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edit View Favorites Tools Help

a form.
. ; @) . - . — -
@Back ‘_’,I |ﬂ \g _h 7 Search ‘:__/\E’Favontes Q:/lt H e . _'rl ﬂ ‘)
Links = @y~
[HETn ~
Drins Content Management;
| Personalization | My Finances | My Work
Welcome Favorites
Form Finder
Form Title: | !Form Numnber: | | | Search | | Search By Range |
Drafts
Select an Form from your local computer: I |[ Browse... |
| Upload || Cancel |
fud]
@Done é 0 Inkernet
Ly 4 f .
¢4 Start & CET aining .. A E Ly R LEseN

Figure 63 Browse for a Form to Upload
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A IBM WebSphere Portal - Microsoft Internet Explorer
File  Edt ‘View Favortes Tools  Help "*l'

@Back ) \ﬂ \g _h /_" Search ‘alf:E”Favorites {‘} ‘v .;_ “ _'| ﬁ 'ﬂ

fiddress !@ hitps:/ feim-armedey 07 army-Fomp. netwpsimyportal/ ot fp ool 04 _5i95Pyvkesy 0 PLMAME0 MDY _QjzkL4gPMALIgRWLygRaCLGpugindBxd_S3FR0_0A_YLcON V| Go | Links @ %
W D , o ¢ ULOTHINIE -
Ra¥Y ¥ P Forins Content Manadement 1
(05 A )

| Personalization | My Finances | My Work

Welcome Favorites

Form Finder

Form Title: | |F0rm Humber: | | | Search | | Search By Range |

Drafts

Select an Form from vour local computer: IE:\Conver‘ted Formshae7_9.xfdl
Press “Browse”
[ upkad || cancel | to locate a form

in a local
directory.

The user has Press “Cancel” to

elected to cancel the upload.

upload a form.

Note: The
border of the
“Upload” button
appears bold
when it is
selected.

[R3

@ Dane é 0 Inkernet

:f;' start & T [ @ Draft FCMP Training ... 3 16M WehSphere Part..,
Figure 64 Select a Form to Upload and Upload the Form
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Favorites Tab

Favorites Page Overview

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘View Favorites Tools  Help

"
@Ba Templates are partially [ 5.0 Fvetes &4 [0 B ks i3
completed forms the »
Add I " . - s Go Links =
"==1" user uses often. yportal{utfpfkcxmlfi Click this tab to access the user's CAFYFY-P_hbl_QDIgtz0lh | o Ll L]
Favorites. Favorites contain the

user’s favorites and templates.

Favorites

Template

Favorites

Favorites are blank forms the user
uses often.

D é 0 Internet

™y f i3 R I S
14 Start & BT 3 IBM WebSphere Port.., @ Draft FCMP Training ...
Figure 65 Favorites Page Overview

/A 4 RN L Si0Rm
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Template Overview

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

@Back > ) \ﬂ @ _;j /_‘ Search ‘glfl\'g”Favorites {‘;{ 'v ; a —| ﬂ -:.i

Address !@ https: feim-armydeya?, army-Fomp, netwps/myportal/lutfpfkexmlf0d_Sia5Pykssy0xPLMIMz0vMOY _QjzKLN4gPMALJgFiwLyqRaCLEpuginAB:d_B3FSackQSka_obkE V| B_GD Links 2 @ *

The user can perform two actions o]
in Favorites. The user can delete
or rename a form. Delete and

rename operates the same way it
does in Inbox and Drafts.

-

| Personalization | My Finances | My Work
Welcome Inbox Drafts Favorites

Template

Template -- 3 Formi(s)

: List
| B Aaron And Sylvia DA 2408-12
Copy of REQUEST FO
O R WITHDRAWAL OF .., ke
MAINTENANCE TEST F
O LIGHT MANEUVERS,., SLFEllE
This list of the

templates the
user created.

S B mkermet

t FCMP Training ..

Figure 66 Template Overview
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Favorites — Overview

A IBM WebSphere Porfal - Microsoft Internet Explorer

File Edi Yiew Favorites Tooks  Help The Favorites window :J' .

. 2 A A N shows the user’'s most
@Back 2 \ﬂ @ 1l 7~ Seatch p & Favorites {‘ used blank forms.

fAddress I@ hitps:  feir-armydesy 07 army-Fomp, netfwps mypartall ot o kool 04 _Si95Pykesy 0 PLMRMZ0VIMTY _QizkLdizdas JaFku-paaTsamaCkOcdPy-P_hl_QDagtz00th V| Go | links @ *

The “Edit button allows the user
to edit their list of favorite forms.

The user edits favorites by
II.S. ﬂ““ clicking the “Edit” button.
E—:mms-unm S—

e jabari | | Log out

Welcome Inbox

Template

Favorites E

Favorites-- 3 Form(s)

Farrn Marne Farm Type
D MCOER D# 2166-3 This form is used in the Army
D WCOER SUPFORT D# 2166-3-1 This form is used in the Army
D CER SUPPORT DA #7-9-1 This form is used in the Army

A

This is a list of
the user’s most

used blank
forms.
fé:l D é Q Internet
¢4 start & CoT <} IBM iitebSphere Port. ., r@[:lraf‘t FCMP Training ... e &_J':-;. L 1P

Figure 67 Favorites Edit Function
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Favorites — Edit Function

; IBM WebSphere Portal - Microsoft Internet Explorer Th iS screen ap pearS Wh en E

=10l x|

Hle Edk Yew Favortes Took Hep the user clicks the “Edit”

E

@Eack Tigd " \ﬂ \g _;“|/:"'Search \,( Favarites 4 button.

Address |@j hittps:j§208.3, 193, 204 wpsfmyportal/lut/pfkoxml /04 _5j95PykssyDxPLMAMz0wIMAf [jzeth4o0sL PSicLTESMrASNSUzILAMNyE yeyczOrUIPOI_SizIBoAoxAukEsSxFasFQR Y INOE e4gk SHmEqvrd-gHEETlay j ao |Links 2

=]
neipsa a0 o The “Search” allows the user
to search the Army’s Forms
Content Manager using
Forms Content Managen)| Form Name and Form
Number.
Favorites Recycle Bin Admin
Favorites
Edit Favorites
Current Favorites Search
= = Marme: I
NCOER EVALUATION R This is 3 evaluation form I—
r EPORT Divelee:8 used by the Army., Type:
NCOER EVALUATION S i This is & evaluation form m
r UPPORT FORM RAeLobeaRL used by the Army.
OFFICER EVALUATION This is a evaluation form
r SLUPPORT FORM DAiG7adeL used by the army.
L i The “Remove” button allows the
This is a list user to remove forms from the
of forms in Favorites.
the user’'s
Favorites.
]
€ [ [B @ iemet y
Figure 68 Edit Function
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Favorites — Search Function

BM WebSphere Portal - Microsoft Internet Explorer

Flle Edit ‘iew Favorites Tools  Help

.p
i
L | --\ n ~ _\
- b ) 1 . (3 L f .J’
e Back * | ) \ﬂ @ { Ij P Search . Favarites 6} [ 3~ &g _J ﬁ li
fiddress |£€| hitps:/ feim-armedey 07 army-fomp, netwps myporkal) ot fp kool 04 _3i95Pyvkesy 0 PLMAMz0yIMAFTjzeMN4 g2 DvPicl TESMPSaNa Uz LMy EysyczOrUIPOT_SjzIBqLr V| G0 Links @ ”
' L The user enters the letter “j” to
| Personalization | My Finances | My Work search for any form that has the
welcome Favorites Admin letter *i” in the Farm Title
Favorites
Edit Favorites
Current Favorites V Search
e s Name:
MCOER EVALUATION S This is a evaluation form
DUPPORT FORM Sl by the army. Type: |:|
OFFICER EVALUATION ] This is a evaluation form
|]F{EPOF‘,T e used by the Army.,
OFFICER EVALUATION This is & evaluation form
DSUPPORT FORM LIS used by the army.
The user has elected
to search for forms.
Note: The border of
the “Search” button
appears bold when it
is selected.
v

8 @ mtemet

A gy &L 410

O Draft FCMP Traiing ...

Figure 69 Search Function
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Favorites — Add Function

A IBM WebSphere Portal - Microsoft Internet Explorer

|
[

Flle Edit ‘iew Favorites Tools  Help :,
. — i in
o ) o5 i £ . A= . .
0 Back - g \ﬂ \g ) ) seach ¢ Favortes §4) = _] & I the system displays a list of forms that
fiddress |ﬁ:| hit, i devl7 f Y talf 1k fp kel {04 _Sj95Pykasy O PLMAMz D MAF TjefM4g2Tn P, MER D ST EME, i [HEr “j" @ v
s ffeim-armydeyd7, army-Fomp,net s myportal ok fpfkeel 04 _Sj95Py sy Mz iAf Tjzel 1| | was entered and the search engine
Y -4 e < bt displays any form that has the letter " w
= in the Form Title.
| Personalization | My Finances | My Work
Welcome Favorites
Favorites
Edit Favorites
Current Favorites Search\/
Mame Ciescription Mame: Type:
NCOER EVALUATION 5 This is a evaluation farm RECORD OF PROCEEDINGS
O pponT FoRrm k== | T Y M npER aRTICLE 15, ugm DA 6%
DOFFICER EVALUATION D& 67-9 This is a evaluation form SUMMARIZED RECORD OF
REPORT used by the Army., PROCEEDINGS UNDER DA 2627-1
DOFFICER EVALUATION D4 67-9-1 This is a evaluat m ARTICLE 15, UCMI
SUPPORT FORM used by th .
The system allows the
user to select multiple
forms to add to their
Favorites.
The user has elected to
add forms to their
Favorites. —
b
Note: The border of the
@ - 8 P mnternet
Add” button appears bold

e
‘s start | wcer .| O Draft Fop

Figure 70 Favorites Add Function

when it is selected. -+ &4 w10pn
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IBM WebSphere Portal - Microsoft Internet Explorer.

File Edit ‘iew Favorites Tools  Help "'

W — il —~, —\
. | ) ~ ¥ i &) | £~ | 3
eBack </ \ﬂ @ ._Ij 7 Seatch ‘?/\:(Favontes €} [\ = _J ﬁ li
Address |@ https: [ eir-atrydev07 . army-Fomp. netfwps myportalf 1ot pfkexml 04 _5j95Pykssy0x PLMAMz0vMAFTjzeM4g2DvPWicl TESMrASNSLIz LIMMyEysyczOrUIPOT_SjzIEqL! V| Go ks ¥ @ =

: OB
m = 3L : UG A

| Personalization | My Finances | My Work

Welcome Favorites

Favorites

Edit Favorites

Current Favorites Search

NCOER EVALUATION & This is a evaluation farm
DUPPORT FORM DL by the Army. Type: l:l
DEEEOCRE'I'R EVALUATION e This is a evaluation form

used by the Army.,
DOFFICER EVALUATION DA 67-0-1 This is a evaluation form

SUPPCRT FORM used by the Army.,

RECORD OF PROCEEDI
DNGS UNDER ARTIC.. DA 2627
DSUMMARIZED RECORD D& 2627-1

OF PROCEEDINGS ..,

Remaove

The two selected forms were
added to the user’s Favorites.

Note: Five forms are in
Favorites.

=

@ Cane é 0 Internet

;l‘ Sfaﬂ' e & Port... Training ... 3 T "_,“1 4111 PM
Figure 71 Forms Added Successfully
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Favorites — Remove Function

A IBM WebSphere Portal - Microsoft Internet Explorer

File Edit View Favorites Tools  Help oy

eBack b J \ﬂ @ h }.-J Search g:(Favorites {‘} vk :\'; _J ﬁ ﬁ

fiddress |ﬁ:| hitps:  feim-armeydesy 07, army-Fomp,net wps fmyporkall ot ool 04 _3j95Pykesy0ePLMnMz0MATjzeMd02

TP I TESMrASMSLIE L AMMyEysyczOrLIPOT_SjzIBqLr V| G Links * @ v
= .

k- : L - i A
The user has selected -
one form for removal Favorites
from their Favorites.
Current Favorites Search
This is & evaluation farm
0 ke used by the Army. Trpe: l:l
OFFICER EVALUATION . This is a evaluation form
REPORT . used by the Army.
OFFICER EVALUATION This is a evaluation form
DSUPPORT FORM B used by the Army,
RECORD OF PROCEEDI
NGS UNDER ARTIC.. DA 2627
SUMMARIZED RECORD
DOF PROCEEDINGS ... DA 26271
The user has elected to remove a
form from their Favorites.
Note: The border of the “Remove”
button appears bold when it is
selected.
v

S @ reemet

P

= %

CMP Training ... ¢

C&a 4a1Pm
Figure 72 Favorites Remove Function
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: The “Back” button allows the user to return
4 IBM WebSphere Portal - Microsoft Internet Explorer to the main Favorites page.

File Edit View Favorites Tools Help P
Note: The user clicks “Back” after editing

egack - \ﬂ @ ._ﬂ /_JSearch \‘}:'\':(Favorites e} L= _J ﬁ Favorites.
Address |i§| https: | feim-armydev07 . army-Fomp.netfwps/myportalf 1k fpkesxmif

ZOrUIPDI_SjZIBquV| Go Links &~
1 ! .I s A

D4_Sj95PykssnyPLManDVMAFIjzeMN4QZDVPchILTESMrQSNSUzJLQMNﬂysyc

F il

=

| Personalization | My Finances | My Work

Welcome Favorites Admin

Edit Favorites

Current Favorites Search

NCOER EVALUATION S This is a evaluation form

DUPPORT FORM Rl T by the army. Type: |:|
OFFICER EVALUATION o This is a evaluation form

U upporT FoRm e

used by the Army.
|:| RECORD OF PROCEEDI

NGS UNDER ARTIC... Sl
DSUMMARIZED RECORD D& 2627-1

OF PROCEEDINGS ..

Remaove

The selected form was removed
from the user’s Favorites.

Note: Only four forms remain in
Favorites.

1=

é 0 Inkernet

I [ f -
15 Start - CMP Training ...

Figure 73 Form Removed Successfully
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Favorites — Back Function

2 1BM LE LRl B AL EEREE  After the user clicks
File Edit ‘iew Favorites Tools  Help the “Back" button' th|s
@ Back ~ > \ﬂ @ _h /._‘ Search ‘C'n'\'g-' sl Page is dlsplayed ':‘i

i

Address I@ https:/ eim-armydey07  army-Fomp, netfwps fmyportal! lut/p kol 04 _S5i95PykssyOxPLMnMz0vMAFTjzeM4 g2 Dy P CIL TESMr A SNz L MMy EysyczOrIPOL_SjzIEqL V| Go | Lrks * '@ =

jabari! | Log out

The Favorites
window reappears
after the “Back button

is selected.
Template

Personalization | My Finances | My Work

Welcome Inbox Drafts Favorites

Favorites

Favorites-- 4 Form(s)

Faormm Mare Farrm Type

NCOER SUPPORT DA 2166-8-1 This form is used in the Army

OFFICER EVALUATION SUPPORT FORM DA 67-9-1 ;':I';f aedallition:form lsedihiy the

RECORD OF PROCEEDINGS UNDER ARTICL
E 15, UCHD hhRtdl

SUMMARIZED RECORD OF PROCEEDINGS U
NDER ARTICLE 15, UCM] Rayznzlst

[ | [ | [ | [

&
Jstart | & ocer ot | O Draft

5 @ mternet

MP Training ...

Figure 74 Back Function
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Help Pages

Frequently Asked Questions (FAQs) - FCMP

A IBM WebSphere Portal - Micrasoft Internet Explorer

File Edit ‘iew Favorites Tools  Help :'

eBack > \iLI \ELI h /'__\J search ‘?;IT:(Favorites 6:‘} (R :5 _J ﬁ 3

Address |iéj https: | feiri-armydev07  army-Fomp, net fwpsmypartalf lugfpfkcxml 04 _5j95Pykssy0xPLMAMZ0vMOY _QjzKLN4i39AD1gFku-pGolsamaCkOcaFfi_zcvH1y_QD9gtzQ0lhy V| Go  Links 2 @ 2

~

Click this tab to access the Forms Content
Manager Frequently Asked Questions
(FAQ). The FAQs are a list of questions
users asked on a reoccurring basis.

| Personalization | My Finances | My Work

Welcome Inbox Drafts Favorites Admin

Forms Content Management Program (FCMP) Electronic Forms (e-forms) FAQs

What is the FCMP E-form?

FCMP e-farms represent a quantumn leap aver previous forms software and are far maore than simply an e-forms solution. Under the
new program, the printed form is only one of many potential outputs of what will comprise the new system. The e-form is an intelligent
farm that encapsulates the form logic and the underlying data into a single file in a non-proprietary Extensible Markup Language (<ML}
format, Secure digital signatures, automatic routing of the form to recipients, and support for non-connected users are just some of the

benefits of the e-form. Additional features include autornatic infarmation population, synchronization of form data with Army databases,
and integration with functional business processes,

What will replace the FormFlow solution for electronic e-form design and usage? This page
The PureEdge Wiewer & Designer software package has been selected to replace JetForm FormFlow as the software standard for the
FCMP solution and Army e-forms., appears when

the user clicks
What are advantages of the FCMP e-forms software? the “He|p” tab.
The new software provides immediate benefits such as digital signatures, ad hoc routing, and encapsulation of the form with all of the
related data, The entire e-form solution, including content, is bundled in a single open standards XML document, and can be stored in a
centralized database. In the not too distant future, a user will be able to pre-populate an e-form with data from specific Army databases
(i.e., personnel, logistics, medical, financial, and etc.). The user will be able to complete the transaction either onling, ar in stand-alone
computer mode; and then synchronize the completed e-form data with the appropriate Army databases.

What is XML?

#ML {Extensible Markup Language) is an electronic language for documents containing structured information. Structured information
contains both content {words, pictures, ete,) and some indication of what role that content plays {for example, content in a section
heading has a different meaning from content in a footnote, which means something different than content in a figure caption or content
in a database table, etc.). Almost all docurnents have some structure, & rmarkup language is a mechanism to identify structures in a hd

éj hikps: ffeim-armydewv07 . army-fomp. netfwps fmyportalf lutfpflkcemlf04_Sj95Pykssy0xPLMNMz0vMDY _CjzkLN4i39AT IgFku-pEolsamaCkOcAFFj_zcvH é 0 Internet
- = . T =
iy Start & BT / f r: P Training ...

Figure 75 Frequently Asked Questions (FAQS)
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Electronic Military Evaluations:

Information specifically on the Military Evaluations — the first fully functional forms (wizardized,
electronic approval, autofill from an authoritative database, etc) — can be found at this website:
https://www.hrc.army.mil/site/active/tagd/MSD/msdweb.htm

2 msdweb - Micro=r

Favortes Tools  Help

OURC UMMAND NETIVERBMY
’ﬁ‘ 1/ EEE - ]

Active HRC HOME | ABOUT US | CONTACT| ACTIVE | RESERVE |EREC | MY RECORD | SEARCH |

Management Support Division

ey ems [ Hof mnks
- AC Board Schedule
- RC Board Schedule
- &C Promotion Lists
Branches - RC Promotion Lists
& m Contact Us | |- OER Systam Infarmation

- AC Promotions Managente Coport Division (MSD) is a division inside |- NCO-ER System
The Adjutant General Directorate (TAGD) of the US Army Information
Hurnan Resources Command (HRC). MSD consists of 5 - Appeals & Corrections

General Information

- RC Promotions

- Officer Records (AC major branches and is authorized 154 civilian and T "
_ Evaluation Systems military personnel organized around the core personnel Rater Profile Report

functions of evaluation, selection and promotions. In
conjunction with Army G1, MSD sets policy concerning
AERs, OERs, NC-0ERs and promotions for all
components and executes that policy for Active

- [WWRS Processing Tools

Application Links

- Check receipt of an OER
1ac)

Related Links

_ SR-2 Online (AC) Component soldiars.
- HRC-St Louis (formerly AR-
- IWRS - OER (AC) ) HEE-5t Louis (formerly 4R
For technical guestions about the Wehb site contact PERSCOM, 2=Citizen
- LWRS - WCO-ER (AC the webmaster, For functional questions please refer to
- 1LT Automated the appropriate office. - HRC-Indianapolis (EREC
Prormotions website)
- OMPF OnLing This page last reviewed 08/25/05
- GRO (Guard Knowledge
OnLine
Provided a5 & public information service by the U.S. Army Human Resources Command. Send suggestions or comments to the Wiew the usace and privacy policy and intormation. This page last published Aug 25, 2005 2:58:29 PM

|
[T hetps:ffumm . army.mil sitsj active tagd/MSDESO Whats_Mewhtm [ [5 [ internet
distart] |4 5 & A G @ OB © | [ mbox-Microscht outlook | 8] webste posted FcMp Us. . |[ @] msdweb - Microsoft L. @IE? | 3% & wwan

Figure 76 Military Electronic Evaluations Information
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